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A wide choice 
of type styles... 


New from every angle ...as smartly 
styled as the latest fashions... the 
New 150 has everything you’ve ever 
looked for in typing efficiency: 


A NEW touch that’s “Personally 
Yours”? through Triple Touch 
Tuning 

NEW Diamond Set Margins 

NEWLY designed front scale for 
direct reading ... instant margin 
and tab setting 

NEW beauty in rich color combina- 
tion 

NEWLY designed keyboard with col- 
ored feature keys 


A NEW wide choice of type styles to 
“personalize” your letters 


New / 


Color control 
keyboard... 





* Triple Touch Tuning 
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sweeps all comparison aside! 


You'll get the typing thrill of your 
life when you use the new Underwood 
150...the writing machine that 
sweeps all comparison aside. 


Try this new sensation in accurate, 
smooth, easy typing...the NEW 
UNDERWOOD MODEL 150... in your 
own office, on your own work. Get in 
touch today with your local Under- 
wood Representative, listed in the 
Classified Directory. 


Underwood Corporation 
Typewriters ... Adding Machines... Accounting 
Machines...Carbon Paper. .. Ribbons 


One Park Avenue Underwood Limited 
New York 16,N.Y. Toronto 1, Canada eats 


Sales and Service Everywhere 
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Hold on to that cute Spring bonnet! March 
wind, the prankster, wants to steal it, as head 
down, gloved hand protecting it, you strike 
out for the office. His howl is the first voice 
of Spring. Welcome Spring! 





The April issue of THE SECRETARY 
will carry an important article by Mr. Joseph 
M. Galanis, past President of the New York 
Society of Security Analysts, faculty member 
of the New York Institute of Finance and 
well-known security analyst. He will discuss 
the subject, “How to Read an Annual Report.” 
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A Message 
From Your President 


Little drops of water, minute in size, make up our ponds, 
rivers, lakes, oceans, and waterfalls. Each little drop of water 
contributes to our comfort in quenching our thirst and be- 
coming a part of our every day living by providing us with 
sO many conveniences to make our 
lives more comfortable. The indi- 
vidual drop of water by itself would 
soon evaporate and disappear. 
United with millions of other little 
drops, however, it becomes a part 
of a permanent identity. 

We have approximately 13,000 
members in our Association. Each 
one of us, through our interest 
and our belief in our Code of 
Ethics, has the opportunity to make 
a contribution to the development 
of The National Secretaries Association. However outstand- 
ing that contribution might be, because it is the contribu- 
tion of a single member, in time it too loses its identity. 
That is not so when the efforts of 13,000 members are 
solidly united to achieve definite goals. 

Many outstanding individuals have contributed, and are 
contributing, to the development of the Certified Profes- 
sional Secretary program. The progress that is desired and 
the results that might be obtained will be an actuality when 
we, the members of this Association, realize the magnitude 
of the Certified Professional Secretary program; when we 
assume our rightful responsibility—to support the certify- 
ing examination 100%. Only by such action may we honest- 
ly and sincerely say we are upgrading the secretarial pro- 
fession, for each of us is an integral part of this profession. 
Have you started your CPS journey? 

While the “birthday dollars,” the chapter contributions, and 
the results from our annual national projects have no sepa- 
rate identity when they are placed in our NSA-Resort 
Home Funds, the day when we formally open our Resort 
Home will be a day of dedication to every member of this 
Association—again it will be the united effort of 13,000 
members, the belief and faith of 13,000 members that have 
created a permanent memorial to the secretarial profession. 

So shall it be if we “have faith as a grain of mustard 
seed . . . nothing shall be impossible unto you.” 

Just like the little drops of water, make your individual 
contributions willingly and consistently so that in the end 
they may become a part of the enduring structure which 
we are building in The National Secretaries Association. 





Mrs. Lilyan Miller 





“What are the Three Bs?” 
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Changes in Chapter 
Officer Directory 


BRONX, NEW YORK 
(Bronx Chapter) 

President 

Anne K. Conway, 

65 West 192 Street 

Bronx 68, New York 

Vice President 

Frances Hudson 

4339 Edson Avenue 

New York 66, New York 

Corresponding Secretary 

Mrs. Bette S. Weintraub 

2853 Bainbridge Avenue 

Recording Secretary 

Grace M. Dolan 

3573 Rochambeau Avenue 

New York 67, New York 

Treasurer 

Mrs. Emma Garcia 

1242 Wheeler Avenue 

New York 72, New York 


WILKES-BARRE, PENNA. 
( Wilkes-Barre Chapter ) 

President 

Mrs. Ruth M. Shackles 

40 Davis Place 

Vice President 

Elizabeth Bray 

448 Elm Street 

Kingston, Pa. 

Corresponding Secretary 

Mrs. Eleanor Seymour 

138 South Hancock Street 

Recording Secretary 

Phyloretta Horoshko 

355 Phillips Street 

Lyndwood, Pa. 

Treasurer 

Ann Santewan 

5 Winter Lane 


BOSTON, MASS. 

Vice President 

Mrs. Dorothy E. Hathaway 
Haverhill Street 

North Reading, Mass. 
Corresponding Secretary 
Margaret Gallant 

197 Kelton Street 

Allston, Mass. 


BURBANK, CALIF. 
President 

Mrs. Pearl G. Wray 
4376 Kraft Avenue 
North Hollywood, Calif. 
Corresponding Secretary 
Joan Williams 

5259 Vantage Avenue 
North Hollywood, Calif. 
Recording Secretary resigned. 
CASPER, WYOMING 
President 

Marion J. Blind 

137 East 13th Street 
Vice President 

Mrs. Joye Kading 

135 West Tenth Street 
DELAWARE, OHIO 
President 

Lillian Gordon 
Firestone & Burrows 

15 West Winter Street 
DODGE CITY, KANSAS 
President 

Charlotte Kessler 
1102—6th Street 
EUGENE, OREGON 
Treasurer 

Mrs. Lyda B. Wise 
2930 Harris Street 
INDIANAPOLIS, INDIANA 
President 


Ruth Thorsen 
37 East 38 Street, Apt. 309 


MARION, OHIO 
Treasurer 

Elizabeth Haberman 
637 David Street 


MASSILLON, OHIO 
President 


Betty Bates 
723 Commonwealth Ave. N. E. 


MEDFORD, OREGON 

Recording Secretary 4 
Mary Jane Robertson 

430 North Grape 


MONROE, MICHIGAN 
President 

Mary C. Walter 

425 North Macomb 
Vice President 

Mrs. Marie Thomas 

427 East Elm Avenue 


OIL CITY, PA. 

President 

Lucille Grolemund, 

509 Central Avenue 
PATERSON, NEW JERSEY 
Vice President 

Mrs. Rachel E. Geohringer 
19 Linwood Avenue 
Wortendyke, New Jersey 


PHILADELPHIA, PA. 

( Philadelphia Chapter ) 
Treasurer 
Mrs. Kathryn Wickwire 
233 Righters Mill Road 
Penn Valley 
Narberth, Pa. 


READING, PA. 
Corresponding Secretary 
Mrs. Ruth D. Glass 
943 Elm Street 


WASHINGTON, D. C. 
( Executive Chapter ) 
Recording Secretary 
Betty Jane Metzner 
4607 Connecticut Ave., N. W. 


WOOSTER, OHIO 
Treasurer 

Kathryn Mason 
Saunders & Hitchcock 
151 East Liberty Street 


YORK, PA. 

Recording Secretary 
Mrs. Betty Boeckel 
302 Garfield Street 


ZANESVILLE, OHIO 

President 

Virginia Meyers 

93714 Linden Avenue 

HOME COMMITTEE 

Chairman 

Lillian Brenner 

The Beacon Journal 

Akron, Ohio 

No new NE representative at this 
date. 


RULES & BY-LAWS COMMITTEE 
Mrs. Martha Peters, N. W. 

448 West 9th Street, Apt. 3 
Fremont, Nebraska 

SECRETARY OF THE YEAR 
COMMITTEE 

Chairman 

Ellen Carey 

2109 F Street, N. W., Apt. 410 
Washington 5, D. C. 

INDIANA STATE OFFICERS 
Secretary 

Mary Ellen Pixley | 


1555 Broadway, Apt. 8 | 
Indianapolis, Indiana 
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Newest bride in the LAKE SHORE CHAPTER (Chicago, 
Ill.) is Betty Rhode, who was married to Alfred Keadle 
on January 23. 


Off-season vacation time finds Chris Mildon, president 
of the FRUITLAND CHAPTER (St. Joseph-Benton Harbor, 
Mich.) in Venice, California, visiting friends and relatives 
for two months. Ruth Hornack and her husband recently 
returned from a month in Mexico City and surrounding 
territory. The chapter also reports a new bride in the person 
of Adeline Breinling who became Mrs. Cas Petlick on 
Christmas Eve. 


Kathryn W. Legg, treasurer of the PHILADELPHIA CHAP- 
TER (Philadelphia, Pa.) found her “Prince Charming” in 
her boss, T. H. Wickwire, Jr., when she became Mrs. Wick- 


wire on January 6. Mr. Wickwire is Chairman of the Board 
of Trent, Incorporated. 


The protege of the PROVIDENCE CHAPTER (Providence, 
R. I.), the little German secretary whom the chapter was 
trying to assist, miraculously encountered her old boss in 
New York City, and is now working for him in the German 
Diplomatic Service there. She has plans for NSA in her 
future, and the PROVIDENCE CHAPTER calls the attention 
of the NEW YORK CHAPTERS to this prospective member. 


E. Ilene Allen, CASCADE CHAPTER (Salem, Ore.) passed 
the traditional box of candy, announcing her engagement 
and forthcoming marriage to Edwin Dean Ritchey. By way 
of the grapevine, a day in June has been chosen. 


S10UX CHAPTER (Sioux City, Iowa) mourns the loss of 
Mrs. Marie Ricketts Wilson, a charter member, who had 
served the various city administrations as secretary for many 
years. Members will always remember the many memorable 
picnics held at Marie’s lovely home overlooking Stone 
State Park. 


Two proud new home owners are Donna Reed and Betty 
Roney of OSCEOLA CHAPTER (Clearwater, Fla.). Donna 
recently bought a home, and Betty is building one in the 
next block. 
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COLLATING 


COSTS 


WHY WASTE OFFICE TIME? 


Kee Lox “Kopy Aligner’’ Combines Highest Quality Carbon Paper Plus Patented 
Collating Feature Insures Speed Automatically Plus Efficiency With Less Fatigue 





YOU 


SAVE ON 


THE 


TIME 


stocked Retail Branches in the U.S.A. We also make 
Carbons for every use and ribbons of every color for 
every machine known to the market. 

Kee Lox Duplicator Supplies are #1 on the market. 


Different Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All Copies 
Clean while every sheet has astonishing wear. You may 
obtain Free Samples by contacting any of our 32 fully 

Just phone our Branch in your city for Samples of above Kopy Aligner or write to... . 


HOME OFFICE 
KEE LOX MFG. CO., ROCHESTER 1, N.Y., U.S.A. 


Above line for Export, write to Export Dept. above address, for information, free Samples and Exclusive Territory. Most complete and Highest 
Quality Line in the Industry. Quality that holds Customers and insures Profit. We know because we sell it retail. You get the same product. 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


A catastrophe almost overtook us. Thank goodness, 
we have been spared. The damage could have been 
worse. A legal secretary, Zora Dietz of Pittsburgh, says 
that we were so busy cracking jokes and giving you 
puzzles in last month’s column, that we overlooked a 
typographical error in the only paragraph devoted to 
your advancement of the study of law. Imagine our 
embarrassment, had the error occurred in the jokes! 


The sentence read,"A number of assignments can defeat 
Grateful’s claim, however.” The statement should have read 
“No number of assignments can defeat Grateful’s claim, 
however.” 


To get on: A note is negotiable when it is a promise 
in writing, unconditionally agreeing to pay the holder of 
the note or his order a definite sum of money upon demand 
or at a future fixed time. If the payee (remember him? ) 
transfers the note for value before maturity (the date due) 
by endorsement to another, who has no knowledge of any 
defense, the holder of the note takes subject only to real 
defenses, not personal ones. Now, as the buttercup said to 
Ferdinand the bull, don’t let this throw you. It isn’t as 
complicated as it sounds. 


Real defenses are forgery, a material alteration in 
the instrument, and infancy. 


I. M. Younger, aged 17, looks over 21. He executes a 
note to Al Eggzanter in payment of a diamond ring. No 
matter who or whom Eggzanter transfers the note to, 
although before maturity and for value, Younger can inter- 
pose the defense of infancy when collection on the note is 
attempted. Of course, Eggzanter is liable if he can be found. 
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Joe Zephine executes a negotiable note to Izzy Crewcut 
for $500.00. Crewcut raises the amount of the note to 
$5,000.00 and sells it to E. Z. Duzzit for $4,800.00 Duzzit 
can only collect $4,800.00 from Zephine. 


A. Bankur purchased the $5,000.00 note of I. Wright 
Good for $4,500.00 due in three months. Bankur then 
transferred the note to R. Smart for $4,700.00 and Smart, 
before the three months, sold the note to Willie Coal Echt. 
The latter demanded payment when the note was due and 
for the first time found the signature of Good had been 
forged. Good does not have to pay the note. 


The following illustrates a personal defense to the 
parties: 











D. Vann, a furniture manufacturer, sold 100 love seats 
to Willie Look, a furniture dealer. Look signed a note pay- 
able to Vann or his order for $5,000.00 payable 90 days 
after date. Two days later Vann, needing money, sold the 
note to Bogus Finance Company for $3,500.00. The com- 
pany advised Look of the purchase notifying him to pay 
the note when due. Look found the love seats not so lovely, 
in fact they were so defective that Look said that he could 
not sell them, that he would not pay for them. D. Vann 
refused to take them back saying they were worth the pur- 
chase price. Look has no defense on the claim of the finance 
company. He must pay Bogus Finance Company and he can 
sue Vann for his damage. 


Next month, some odds and ends on commercial law. 
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Next time you tee off with the gang and hit a 230 yard 
drive right down the middle, think of those frustrated golf 
pioneers back around the time of Christopher Columbus. 

The distance of today’s drive was to them as equally un- 
heard of as was the atomic submarine—due mostly to their 
golf ball being a sphere of hand-sewn leather stuffed with 
feathers and boiled in oil. Add to that the early ball’s in- 
ability to keep its shape, and its absolute uselessness when 
wet, then you have an idea of the tempers that must have 
flared on the seaside links of Scotland. 

The cost of this leather golf ball was no pittance. In 
1618, James I of England, after stating in a letter, “whereas 
no small quantity of gold and silver is transported yearly 
out of his Highness’ kingdom of Scotland (to Holland) 
for buying golf balls,’ he then appointed a Scot, James 
Melvill, to manufacture all golf balls for twenty years, at a 
price not to exceed four shillings, or about one dollar in our 
money. 

A couple of centuries later, in 1848, a revolutionary golf 
ball came into use, called the “guttie” ball. This was made of 
gutta percha, a brownish substance resembling rubber but 
containing more resin. This ball had a smooth surface and 
after traveling 100 yards or so would hook or slice and head 
downward. It was observed that an old “guttie,” scarred and 
knicked by golf clubs, took a straight course. So golfers 
began pounding dents into the balls. As time went on, 
molds were made to put the dimpled markings on the balls. 

The “guttie” was an improvement over the leather ball, 
but it often broke into several pieces. Fortunately, however, 
it could be melted and remade. 

In 1898, the rubber cored ball was invented and when 
‘four years later it was learned that the winner of the British 
Open used this innovation, it quickly replaced the “guttie,” 
as the “guttie” had replaced the leather ball 50 years pre- 
viously. 
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Evolution of the Golf Ball 


Courtesy of THE SECRETARY 


With the coming of this modern ball, scoring improved 
wherever golf was played. For example, from 1892 to 1901 
with the “guttie” in use, the average score per round for win- 
ners of the British Open Championship was 78.5 strokes. 
From 1902, the year the modern ball was first used, to 1926, 
the score was 75.1. Then from 1927 to 1939 it was 72.2. 
At last, after centuries of unsuited golf balls wherein was 
tried everything from celluloid to steel and rubber, a superi- 
or golf ball was finally found. 

This made possible relatively tremendous distance drives. 
Greens designed to be reached in 2 solid strokes were 
made on a drive and a short approach. To remedy this, 
the weight and size of the ball were regulated to its present 
1.68 inches in diameter and 1.62 ounces avoirdupois. 

It is interesting that today improvements in the golf 
ball have more or less come to a halt. As a matter of fact, 
in 1941 the United States Golf Association ruled that to 
be legal, a ball cannot have a velocity greater than 250 feet 
per second, when tested on USGA machines at 75°F. This 
machine was perfected in cooperation with the Illinois 
Institute of Technology. : 

Thus, we find that in over 300 years, the golf ball has 
not changed very much in price, but it has come a long way 
from a leather bag of feathers. The latest available figures 
on golf ball production are that in 1947, about 29 million 
golf balls were manufactured, according to the U. S. Census 
of Manufacturers. We wonder how many are lost on the 
first round of a season. 

We wonder also how the mighty Ben Hogan would have 
scored in the 1953 British Open, which he won with a 
record-breaking 68 in the last round, if it had been nec- 
essary for him to play with a hand-sown leather ball stuffed 
with feathers and boiled in oil. 
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Be prepared for Gg); nner fox pe ty- (ve 


Many a woman who can easily plan a tempting menu for ter & Gamble’s Household Information Service. It’s a menu 
two or three or even for a sizable dinner party at home, that has proved immensely popular at such dinners. 
is floored by the thought of dinner for twenty-five or more. The star role is played by delicious Ham Loaves, interest- 
NSAers may wish to entertain their chapter. Or, you may ingly served with a delectable Horseradish Sauce. Besides 
find yourself on a committee for some important affair. giving us these menus, Mrs. Carter has thoughtfully in- 
With other committee members turning trustingly to you— cluded quantities, in listing her ingredients. And she’s plan- 
don’t despair—be prepared! Come forth with the menu ned the meal to be as inexpensive as it is satisfying. 
suggestion sent in by Winifred S. Carter, Director of Proc- Here, then, is the menu: 


Big Lf arty- Menu 


Ham Loaves With Nippy Horseradish Sauce 
Escalloped Potatoes Buttered Broccoli 
Crisp Relish Tray 
(Celery Strips, Radishes, Scallions, Carrot Sticks, Olives) 


Dessert 
(Not specified because cakes, pies and ice cream will probably be 
donated. ) 
And here are the recipes: 
HAM LOAI 


(Makes 3-7” x 10” x 3” loaves, or several 8” x 12” x 12” loaves) 
Ingredients for a dinner for 25. Increase in proportion for extra 


servings. 


Smoked Ham 5 pounds Dry Crumbs 114 quarts 
Fresh Pork ..... 114 pounds Milk 114 quarts 
Eggs 2 Mustard wu. Y4 cup 


Combine all ingredients, make into loaves and bake in moderate 
oven 114 to 1% hours. Allow loaves to stand 15-20 minutes before 


slicing. 
HORSERADISH SAUCI 
(14% quarts—25 servings) 
NN eget colecceaipced 4 cup Milk 1 quart we 
Flour WY, cup Horseradish ¥% cup 
BI csecssctcectacases 2 teaspoons Lemon Juice Y4 cup 


Melt Crisco and blend with flour and salt. Add milk gradually. Stir 
and cook over low heat until thickened. Stir in horseradish and 
lemon juice. Keep sauce hot by placing over hot water until ready 
to serve. Use 2 to 3 tablespoons for each serving, 
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by WALTER R. STROTHMAN, C.P.A. 


COST ACCOUNTING III 


In last month’s article we reviewed the case of the 
retail television set dealer whose business failed within 
three months after having made a “profit” of $21,000. 
“How could such a disaster occur?” you might ask. We 
will try to answer that question and show how the failure 
might have been prevented by a simple application of cost 
accounting. 

Creditors of the business started bankruptcy proceedings 
because the dealer could not meet his obligations as they 
came due. They hired an accountant to ascertain the finan- 
cial condition of the business. Within a short time he made 
the startling observation that the profit for the year 1952 
had been only $5,000 instead of $21,000! The dealer's and 
the accountant’s respective income statements appeared as 
follows (abbreviated) : 


Per Per 
Dealer Accountant 
Sales pre ee $264,000 $264,000 
Less—cost of goods sold 160,000 176,000 
Gross profit . $104,000 $ 88,000 
Deduct—expenses 83,000 83,000 
Net profit $ 21,000 $ 5,000 
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The dealer argued and said the accountant would have to 
prove that he had overstated his earnings by as much as 
$16,000 ($21,000 minus $5,000). The accountant stated 
that is was simply a question of determining the cost of 
goods sold; whereas the dealer figured the cost of merchan- 
dise sold had been $160,000, the accountant maintained 
that the cost had actually been $176,000. 

In determining the cost of goods sold, their respective 
calculations appeared as follows: 


Per Per 
Dealer Accountant 
COST OF GOODS SOLD: 
Purchases—1000 sets ........ $200,000 $200,000 
Less—Dec. 31 inventory— 
200 sets 40,000 24,000 
Cost of 800 sets sold $160,000 $176,000 


When the dealer saw the accountant’s figures, he said it 
was obvious the accountant had erred in calculating the 
value of the December 31st inventory. He went on to say 
that he could mentally calculate the average cost of $200 
per set purchased ($200,000 divided by 1000), and there- 
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fore it was easy to prove that the cost of the, December 
31st inventory was $40,000 (200 sets @ $200 each). 

The accountant agreed that the average cost of all sets 
purchased had indeed been $200 each, but he insisted that 
$200 was not the average cost of the sets on hand at the 
end of the year. Their respective calculations follow: 





Purchases—1952 December 31st 














Inventory 
A B c D 
ene Unit Amount 
Quan. Amount Cost Quan. CxD 
B+A 

Deluxe 200 $60,000 $300 10 $ 3,000 
Standard 600 120,000 200 20 4,000 
Leader 200 20,000 100 +170 17,000 

Total, per 

accountant 1,000 $200,000 200 $24,000 
Per dealer 1,000 $200,000 $200 200 $40,000 








Note that the accountant multiplied the inventory quan- 
tity of each model by its individual unit cost, whereas the 
dealer used the average unit cost of all models purchased. 
Both were mathematically correct. 

The accountant then explained that it is meaningless to 
compute average values (even though weighted) when the 
range between individual unit values is material (in this 
case from 100% to 300% between the lowest and highest 
unit costs), and it can be dangerous to rely on such aver- 
ages in making a business decision. 

It is something like a clerk saying, “The average of the 
president’s and my salaries is $15,000 per year.” (The 
president earns $25,000 and the clerk earns $5,000). We 
would think a bank were negligent to grant a large loan 
to the clerk on the basis of such an average salary calcu- 
lation. 

The dealer acknowledged his error and said he would 
not have splurged his money on a vacation trip if he had 
realized that his net profits were only $5,000 instead of 
$21,000. He went on to say that if he had any suspicion 
that his earnings would be so low, he could have reduced 
expenses and done something to stimulate sales in order 
to avoid failure. As it worked out, he was unable to pay 
his rent, salaries and bank note installments out of his 
meager bank balance, after returning from his vacation. 
He vowed, too late, that he would never let the “details 
of cost accounting” be neglected in any future business 


venture. 
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Additional copies of this March issue 
are available, due to its special features. 
You may have extra copies in limited 


quantities at 1614 cents per copy. 








The Answer to Your MONEY Problems 
is in this little Jewelry Box... 


NO INVESTMENT 
NO OBLIGATION 
WE FINANCE 


Unusual costume 
jewelry. Hand Made 
by physically handi- 
capped. SELLS ON 
SIGHT. Liberal 
PROFITS . . . Every- 
thing furnished. 





Ask to see samples, write to: 


HILLCRAFT, ROCKVILLE, INDIANA 











The Secretary 






“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 




























Pica Spaced Inserts!” 

-—-> SAVES 56% Typing Time! 
ae Spaced _| On Typing |, 2, 3 Line Titles 
For e@ Typing is Faster, Easier! 

T tent * Always on a Straight Line! 

“es sealant e Titles Are Neater, Cleaner! 
es oe e Ends the Need for Tedious, 
I =” ed Fatiguing Soft Roller Work! 
| AICO 
L Exclusive! 

on \- to 50 





IT'S THE SPACING THAT DOES IT! 
The new AICO TYPERITE TABBING has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit use of the line space lever when 
typing titles. This ends the need for soft roller work when centering 
or positioning the titles on the insert strips. Just set the line space 
lever for 1, 2 or 3 spaces and you breeze right through the job. 
Now, at Your Stationer, or Write Dept. 2 for FREE Sample! 


AIGNER 97 Reade St., New York 13, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, III. 


Nine 








The simplicity of contemporary styling is carried through to the re- 
cessed troffer lighting. Both the light wood paneling and the light 


colored desk top are in keeping with comfortable seeing. 


W;. WERE all born into this world with many precious 
gifts. And in this present age of miracles, we are all prone 
to take many things—such as lighting—for granted. Most 
busy secretaries seldom think about either light or sight. 
But because they are both so tremendously important, I am 
going to tell you what it takes to see, why good office light- 
ing is important, what constitutes good office lighting, and 
show how you can make better use of the present lighting 
in your office. 


Office work is essentially a seeing task. It is fine that 
modern calculating, dictating, bookkeeping machines, and 
electric typewriters are increasing your efficiency and, at 
the same time, are making your work easier. But these 
amazing machines help the brain rather than the eyes. Noth- 
ing has yet been developed to replace the eyes. The modern, 
efficient secretary has to know a lot more than her prede- 
cessors of even one decade ago—and she also has to pro- 
duce more work. Good seeing conditions can increase your 
efficiency, help make your office a more pleasant place in 
which to work, reduce fatigue due to eyestrain, and per- 
haps help you to conserve your vision. 


WuartT It TAKEs To SEE 


Now in order to see, your eyes must have light and things 
to look at. Without light, nothing is visible and, unless 
associated with surfaces, light cannot be seen. Light and 
surfaces are inseparably linked together. As you grasp the 
significance of this fact, you can understand how inadequate 
it is to consider lighting as something separate and apart 
from everything else in the office environment. You can 
also understand the error of mot considering the effect that 
everything else in the environment may have on seeing. 


To be visible, a thing must have light on it and must also 
stand out from all the other things around it. This means 
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Office Eyes 
Need Good Light 


by R. I. OetTING, Illuminating Engineer 
General Electric Company 


As told to Bob Gasker 


that the light coming from the surface of an object must 
somehow be different from the light coming from surround- 
ing objects. The light may differ in amounts, in color, or 
both. But there must be contrast in brightness or color if 
you are to see. 

Things must be of sufficient visual size if you are to see 
them. The size of an object’s image on the retinas of your 
eyes is the important factor, not the actual size of the thing 
somewhere in space. In the office you are not concerned 
about items so small that they are invisible, but there are 
many instances in which it would be better to increase the 
size of work details and to orient your work so that its 
visual size would be in full proportion to the actual size 
provided. 

As an example, this article is printed in 10-point type 
on 70 pound coated paper. When viewed at an angle of 45 
degrees, it is no larger in visual size than 7-point type that 
is viewed straight on. 


TIME AND ENERGY FACTORS 


It takes time to see. It is bound to. How often have you 
stared into space to rest your eyes? You have been getting 
a moment's respite from the unnatural burden of seeing 
within arm’s reach. Certain muscles of your eyes relax only 
when you have a viewing distance of ten feet or more. As 
your eyes return to work they must converge (go cross- 
eyed), focus for near distance, and re-adapt if the work 
brightness is different from that at which you were just 
looking. The picture impression on the retinas of your eyes 
must be flashed to and interpreted by your brain. If a motor 
response is called for, it may require visual guidance. It 
takes time to see—and it takes a lot of your physical and 
nervous energy, too. 

The size and contrast factors of a task, such as reading an 
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office form, are set by the characteristics of the task itself. 
The third factor, time, will vary with changes in the fourth 
and last factor—brightness. With more light, the brightness 
is increased and seeing tends to be faster, easier, and more 
accurate. These benefits do not accrue without limit, but 
ideal levels in this regard are higher than current levels of 
illumination found in most offices. 


MOONLIGHT, SUNLIGHT 

But how much light is best? Your eyes themselves are of 
no direct help in answering this question. You can make 
out most office tasks with very little light. You can see 
under moonlight, but the effort and time it takes is tremen- 
dous. The other extreme of nature’s levels is bright sunlight. 
It takes effort to see under these conditions too. You must 
either be very careful to orient your work in relation to the 
sun, and the sky, and the clouds, or else suffer eye discom- 
fort as you try to make out the details of your office work. 
For just this reason, windows are a serious problem in office 
design and are more often a nuisance than an asset. 

Just as temperature is measured in degrees so light is 
measured in “footcandles.” The Illuminating Engineering 
Society, after many years of extensive research, has worked 
out a set of minimum standards. They recommend 30 foot- 
candles of light for general office tasks for intermittent 
periods of time. The longer, more difficult or demanding 
assignments encountered in drafting, accounting, or auditing, 
require at least 50 footcandles. And with newer and better 
designed equipment, values in the 50-100 footcandle range 
are being recommended and adopted. 

But what is the best lighting system for your office? The 
answer to that is that just as no one automobile is best in 
every respect, so there is no one system of office lighting 
which is better than all others. 


THE Best LIGHT FoR YOu 
Any good office lighting installation will produce a rea- 
sonable amount of light of at least the amount recommend- 
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Here the lighting system is recessed in the ceiling, producing 
60 footcandles on the desk top and 35 on the coffee table. The 
louverall panel over the desk contains white fluorescent lamps 
in reflectors and puts the most light where it’s needed—on 
the working space. 









ed by the Illuminating Engineering Society. You should 
have enough light to be able to do your work quickly and 
accurately. The light produced should be comfortable and 
devoid of glare. You should be able to look up from your 
work and not get glare in your eyes. Nor should the light- 
ing units or system be reflected in or around your work. 
Remember that you get glare from shiny surfaces and that 
most shiny surfaces are unnecessary. Where shiny surfaces 
exist, certain types of fixtures such as indirect or luminous 
ceilings will minimize the glare. Getting rid of shiny sur- 
faces gets rid of reflected glare. 

The lighting system itself should be good looking, bring 
out the best architectural and decorative features of the 
office, and help to produce a cheerful, stimulating, working 
atmosphere. Continuous rows of fixtures avoid the clutter 
of lots of individual units and the expense of wiring each 
one. It must be reasonably efficient and durable, and natur- 
ally it should not fall apart or require expensive main- 
tenance. 



























COsT OF A LIGHTING SYSTEM 

You may ask, isn’t a lighting system which embodies all 
these recommendations expensive? The dollars and sense 
of good lighting can be analyzed in this manner. No matter 
what the size of an office, some money must be spent for 
light. The yearly cost of light averages about 25 cents per 
square foot, or about one per cent of the payroll. And each 
(continued on page 13) 
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Before, the dark finishes absorbed light and caused uncom- 
fortable brightness differences. They added little to the cheer- 
fulness of the room and seemed to make the space more con- 
fining. 


The same office after it had been redecorated: light green and 
gray pastel finishes on the walls, ceiling, desk top, and filing 
cabinet, touches of yellow inside the shelves, and dark green 
upholstery. Note the original lighting system is retained. 











The mail brings a large stack of letters every morning 
that should be shared. In general, the response of candidates 
to their letters of notification this year shows a more pro- 
fessional attitude toward the examination. Still, there are 
many requests that “you go over my paper and tell me just 
where I fell down and just what I should study in prepara- 
tion for next year’s test.” The Institute cannot do this be- 
cause the candidate with this information would have an 
unfair advantage over the other secretaries. 


Most of the new CPS holders have requested that their 
employers be notified of their success. Perhaps the out- 
standing difference between the mail this year and last is 
the number of letters received from these employers, most 
of them praising their secretaries (who in all cases are “the 
best I have ever had” and “richly deserving of this recog- 
nition”) and also commending NSA and the Institute for 
developing the CPS program which, they feel is achieving 
its purpose of professionalizing the secretarial field. The 
increase in letters of this type indicates much greater man- 
agement acceptance of the program. 


One new Certified Professional Secretary received her 
notification when she returned from her honeymoon with 
her former boss. (Now do you understand about the human 
relations test?) The first man to be certified is the immedi- 
ate past president of the National Business Teachers Asso- 
ciation, a person of distinction in business education circles. 
Another CPS’er received her notification the day before 
undergoing major surgery—and reports much more rapid 
recovery. One of the new group is secretary to an ambassa- 
dor, and all of us are impressed by the responsible positions 
held by practically the entire group of new Certified Pro- 
fessional Secretaries. 


The new CPS brochures are now available from Helen 
Boyle, 25 East 12 Street, Kansas City 6E, Missouri. The 
application forms for the 1954 examinations are also avail- 
able from the same source. Please get applications for the 
examination in at once. The work done NOW to get the 
necessary ten candidates for an examination center will in- 
sure against later disappointment. 


A new management brochure is being developed by a 
committee from business on the Institute and will be avail- 
able from the Kansas City office soon. 


Below are listed CPS activities reported to the secretary 
at the Institute meeting and to the publicity director by 
NSA chapters. Many more were undoubtedly arranged, but 
these are the ones reported: 
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by ESTELLE L. POPHAM 
Dean, CPS Institute 


Estelle L. Popham wrote articles for American Business 
Education (Winter, 1953) and Collegiate News and Views 
(Spring, 1954) and gave talks at Boss Night of the New 
York City NSA Chapter, Wayne University Secretarial 
Workshop, St. Louis Chamber of Commerce meeting with 
local NSA chapter, New Haven NSA Chapter meeting, 
Paterson NSA Chapter meeting, Rochester NSA joint chap- 
ter meeting with NOMA. She will participate in spring sec- 
retarial workshops in Boston, Philadelphia, and Toledo. 

Ruth Anderson talked at Pi Omega Pi at North Texas 
State College, Dallas NSA Institute, Fort Worth Boss Night 
and CPS presentation night, Oak Ridge NSA Chapter meet- 
ing, Austin NSA Chapter meeting, and Texas State College 
for Women NSA Chapter meeting. 

Albert C. Fries spoke at Los Angeles NSA Chapter meet- 
ing honoring CPS holders, and at a similar meeting of the 
Santa.Monica NSA Chapter, as well as at the regional NSA 
meeting in Medford, Oregon, and wrote Operation CPS for 
The Secretary. 

Frances Merrill conducted a course for employed secre- 
taries at Drake University. 

Robert Slaughter talked at the Trenton, New Jersey, 
NSA Chapter meeting, the Akron NSA workshop, the 
Michigan State NSA meeting, and brought CPS into many 
other talks. 

Kay Wareham spoke at the workshop at Detroit Uni- 
versity. 

Gladys Bauer represented the Institute at regional meet- 
ings in Fresno and Phoenix, presented certificates at Los 
Angeles NSA Chapter meeting, and gave a talk on CPS 
at a regular Kiwanis luncheon in Santa Monica. 

Alicia Cogan wrote the monthly CPS page for the New 
York NSA Chapter bulletin, spoke at NSA chapter meeting 
in White Plains, helped form the Brooklyn NSA Chapter, 
represented CPS at the NSA regional meeting in Great 
Barrington, and at the New York NSA Chapter meetings. 

Lois Mattson, CPS, president of the Gropher Chapter, 
reports a meeting with the St. Louis Park Rotary Club in 
the form of a panel discussion of CPS and NSA. She also 
described a meeting two months later in which five NSA 
members of her chapter spoke before the Probus Club of 
Minneapolis, a group of prominent professional and bus- 
iness men. 

Margaret Treanor, CPS, president of the Michigan State 
NSA, spoke at the annual meeting of the Flint Association 
of School Secretaries held in conjunction with the Michigan 
Education Association. 

Ethol Caddoo, president of the New York City NSA, ar- 
ranged a panel discussion of CPS before the Customer 
Relations Forum of the Savings Bank Women of New York. 
Myrtle Crooks represented CPS holders on the panel. 
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Office Eyes Need Good Light 


(continued from page 11) 


one per cent increase in work produced is worth about 25 
cents a square foot. By investing a little more per square 
foot in better seeing conditions, your employer can expect 
several per cent increases in work produced. The money 
invested in better lighting to create better seeing conditions 
won't cost as much as the value of the increased amount of 
work turned out. Actually it returns profits, that repeat year 
after year, because good lighting helps to improve working 
conditions, helps you to produce more work and decreases 
errors, and it helps to build morale. 


The annual cost of a typical office operation is about 
$30 per square foot. Of this amount, space accounts for 
about $2.50 (8-1/3% ); service and supplies $1.50 (5%); 
furniture and machines $.75 (2-1/2%). Of the remaining 
$25.25, lighting accounts for only $.25 or 5/6%. But sal- 
aries and wages total $25 or 83-1/3%. 


Tips FOR YOUR OFFICE 


There are a great many kinds of lighting systems which 
can be adapted to fit any office. Fixtures can be arranged in 
almost any pattern, and they may be suspended from the 
ceiling or recessed in it. The latest trend is toward ceilings 
which are completely luminous. Any system which meets 
the requirements I have mentioned can be adapted for your 
office. It can be functional and yet give individuality to 
your office. 


I hope that this article and the photographs will indicate 
the kinds and types of lighting systems currently available. 
However, the lighting industry works cooperatively and 
you can get specific information about your own particular 
lighting problems from lamp manufacturers, electric utili- 
ties, fixture manufacturers’ representatives, electrical con- 
tractors, electrical distributors, consulting illuminating en- 
gineers, and architects. 


There are several things which you might do to improve 
the efficiency of your present lighting system. You can 
eliminate shiny surfaces such as glass desk tops. Remember 
that dark surfaces absorb light and introduce dark areas 
which upset the brightness patterns between the work and 
the rest of the office. Replace them with pastel surfaces hav- 
ing a matte finish. Under fluorescent lighting there is a dif- 
ference between looking with the rows of fixtures or at 
right angles to them. In a small office this is relatively un- 
important, but in a large office it may make a great deal of 
difference. Most units are more comfortable when viewed 
crosswise. The one exception is for “luminous sided fix- 
tures” with glass or plastic sides. They are more comfortable 
when viewed lengthwise. Although in very long spaces, the 
rows of fixtures may take on a “bowling alley” effect, it is 
better to put up with this rather than run the risk of a seri- 
ous, direct glare situation. Occasional breaks or interrup- 
tions in the rows will minimize this appearance problem. 
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Office Problems and 
Suggestions Department 


This issue of THE SECRETARY introduces a new monthly 
service to you. NSA members are invited to let us know of any 
problems they may have as a secretary and also to pass on to the 
readership, various methods they have used to tackle these prob- 
lems. It is felt by your editor that if we can establish a clearing- 
house of constructive ideas, it will be for the benefit of every 
secretary who reads this section of the magazine or who partici- 
pates in it. In other words, it will make your work easier and add 
to your enjoyment as a secretary. 


TYPICAL PROBLEM 

My boss has informed me that, because of the © financial 
condition of our company, it will be necessary to dismiss one of 
my three clerical assistants. He has given me the job of deciding 
which has to go, in about three months. All three of my assistants 
are good workers and friendly. Besides, they get along fine to- 
gether, with me, and the Boss. It will be difficult to get along with 
only two girls, but that has to be. Question: Shall I tell all three 
of the girls about the situation now, or wait until it is time to 
serve dismissal notice on one 


TYPICAL PROBLEM 

Eight months ago, I was promoted from secretary of our National 
Sales Vice President to secretary to our Executive Vice President. 
I had worked four years for the Sales Manager, who was in his six- 
ties, kindly and dynamic. I enjoyed this work very much and took 
an avid interest in sales with the feeling that the salesmen needed 
my help. My new boss is brilliant and a hard worker, the type of 
man I enjoy working for, but I like my old job better and want it 
back. I would give up my $10 a week raise if necessary, but would 
rather not. What shall I do? 


TYPICAL SUGGESTION 

Perhaps in the experience of our NSAers there is a better 
solution to my form of problem, but the way we treat it here has 
proved more than satisfactory. My boss has a habit of dashing out 
on business matters without telling me and without leaving a mes- 
sage when I am not there. Many times, not knowing where he is 
or when he will return has created a serious bottleneck in our 
operations. I took the liberty of stenciling some small forms, and 
left them in his top drawer so that now, whenever my boss is off 
some place, he fills in the space that is marked ‘Time out, Time in, 
Destination, and Expected time of return.” Believe me, this works 
wonderfully. 

Naturally, no names will be referred to in this column, nor any 
other identification made as to the sender. It should be lots of 
fun for all of us and again serve a needed purpose for our common 
benefit. 

So, let us all pitch in and help each other. Send your problem 
or suggestion to Jerry Hill, THE SECRETARY. 
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Dorothy Mignault (left) of Kennebunk 
Port, Maine, and Claire Emory of Westport, 
Conn., are shown continuing a nationwide 
traffic survey sponsored by the Hudson 
Motor Car Company. Of the 2213 violations 
observed to date, 1,950 were by men drivers 
—and only 263 by women. Even when the 
national ratio of seven men drivers to every 
three women is taken into consideration, the 
results point a heavy finger at the male as 
the greater road hazard. The two girls first 
drove non-stop from New York to San 
Francisco to establish themselves as safe 
drivers for the return journey during which 


they started their safety check. 





Who said We’re bad Drivers 


Many NSAers who will be taking 
automobile trips this summer over the 
nation’s highways will find there's one 
sure way to get into trouble—disobey 
traffic signs and regulations, including 
speed limits. Paradoxically, another way 
to get into difficulties is to obey them 
literally. 

This is the advice of two women 
drivers, Dorothy Mignault, an attorney 
from Kennebunk Port, Maine, and Claire 
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Emory, a radio broadcaster from West- 
port, Connecticut, who recently com- 
pleted a transcontinental safety check 
of America’s highways piloting a Hud- 
son Jet on a cross-country drive from 
New York to San Francisco and back 
for the Hudson Motor Car Company. 
Their purpose: to check bad driving 
practices on the highways. They also 
sought to determine who were the worst 
offenders—men or women. 


Dorothy Mignault is a smart looking 
brunette, while Miss Emory is a viva- 
cious blonde. They got more than their 
share of attention from men along the 
highways. Sometimes it was a wave of 
the hand, a smile or a word of greeting. 
At other times it was that sure-enough 
wolf whistle. The call sounds a little dif- 
ferent in places—some high pitched, 
some long and drawn out, some short 

(continued on page 19) 
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Today businessmen everywhere are de- 
pending more and more on the efficiency, 
initiative and judgment of the American 
Secretary. She is recognized as more than 
just a cog in the thousands and thousands 
of corporate wheels making up our natural 
production system of business and industry. 
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A. DONALD BRICE 
Director of Advertising 
and Public Relations 


Since the beginning of modern business, secretary's day 
has come six or five days every week. But it wasn’t until 
1952 that a special day was officially set aside to honor 
secretaries. Today we are fast approaching the third ob- 
servance of National Secretaries Day and National Secre- 
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taries Week. 
A significant fact about National Secretaries Week is 
aL SIREN, that in less than two full years it has become so widely 


President , , 
and favorably known throughout the nation. It couldn't 


possibly have achieved its present status unless its reason 
for being was a good and publicly acceptable one. Many 
special days and weeks of the year mean virtually nothing 
to anyone but their sponsors—because their motivation is 
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entirely commercial. Those who have already done the | 
HENRY F. REUTER most to help promote National Secretaries Week—and the 
Publisher increasing number who will lend their support this year— | 


The Secretary Magazi i 
Ce naturally have self-interested reasons, too. But they are | 


reasons of enlightened self-interest. The success of National 

Secretaries Week helps them because it is primarily in the ( 
interest of business, the secretarial profession and the pub- | 
lic at large. 

ROBERT ORLWAN A major change in the plans for National Secretaries | 


Executive Vice President Week 4 k li hi A ; 
Notisnel Cosh Reaksier eek 1954 took place earlier this year. A new committee 
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Mean Better Business 


was formed to direct, publicize and promote the observ- 
ance of the Week on behalf of business and industry, in co- 
operation with the National Secretaries Association. Known 
as the Industry Sponsoring Committee for National Secre- 
taries Week, it has as its members: Walter Bender, Presi- 
dent, General Fireproofing Company .. . H. W. Miller, Jr., 
Sales Manager, Electric Typewriter Division, International 
Business Machines . . . Robert Oelman, Executive Vice 
President, National Cash Register Company . . . Fortune 
Peter Ryan, President, Royal Typewriter Company .. . L. C. 
Stowell, President, Underwood Corporation . . . Howard V. 
Widdoes, Vice President and General Sales Manager, Rem- 
ington Rand, Inc. .. . C. King Woodbridge, Chairman of 
the Board, Dictaphone Corporation . . . Mrs. Lilyan Miller, 
President, The National Secretaries Association . . . Henry 
F. Reuter, Publisher of THE SECRETARY. The Committee 
elected C. King Woodbridge as Chairman and Howard V. 
Widdoes as Vice-Chairman. A. Donald Brice was appointed 
Chairman of the Promotion Committee, whose members are 
the Advertising Directors of the companies represented. 

It is the Promotion Committee’s aim to coordinate pub- 
licity and promotion activities not only nationally but on 
the local level. In most cities where there are NSA chap- 


by A. DONALD BRICE 
Director of Advertising and Public 
Relations, Dictaphone Corporation 


ters, the local representatives of the committee member 
firms will serve as a working committee. These local com- 
mittees, in cooperation with NSA chapters, will develop 
plans best suited to their communities. 


Already a National Secretaries Week poster has been 
prepared. At the request of the NSA Board of Directors, 
5,000 copies of this poster will be made available to the 
NSA chapters. Later all chapters will receive suggested 
scripts for radio and television use and full information 
about the local committees. 


After the discussion with Mrs. Lilyan Miller, a theme 
for the 1954 National Secretaries Week was adopted. “Bet- 
ter secretaries mean better business!” This theme will ap- 
pear on the official poster and in virtually all of the pub- 
licity and promotion planned. 


Cooperation is the sime qua non of any such venture. 
Cooperation among the National Secretaries Association, 
its local chapters, its individual members, the Industry Spon- 
soring Committee, its local representatives and other inter- 
ested organizations will guarantee the success of National 
Secretaries Week in 1954. And “success” is synonomous 
with the best interests of all concerned! 





“Better Learning—Better Letters— 
Better Living’. . 


. .. these words are the meaning of the B/L which is a 
part of the emblem of The National Secretaries Association. 
* During National Secretaries Week—May 23-29—the sec- 
retarial profession will be honored throughout the country. 
The National Secretaries Association will take an active 
and leading part in paying homage to all secretaries who 
have such an important place in American business. 

There are 300 chapters in The National Secretaries As- 
sociation. Many of them will conduct a Secretarial Work- 
shop during National Secretaries Week. These workshops 
will be open to all secretaries of the community. They will 
cover, among other things, techniques and skills of the 
secretary; how the secretary may be of the most value to 
‘her employer; the personal problems of the secretary— 
office attitudes, and planning for later years; and the future 
the secretary has on her job. 

Management will be invited to participate in the work- 
shops, and thus management will learn the concentrated 
effort that is being made today to bring a better qualified 
secretary to the business world. 


Since it is not possible for every chapter to conduct a 
workshop during National Secretaries Week because of in- 
adequate facilities, many other features have been planned 
to give recognition to the secretarial profession. Career 
Day programs are in process—graduating business science 
students will be encouraged to make the secretarial pro- 
fession a career, and certainly they need to be encouraged 
for other professions seemingly hold a brighter future. The 
local chapters of The National Secretaries Association lend 
further encouragement by awarding secretarial scholarships, 
both on the college level and business school level. This 
program is constantly gaining momentum. Further, the 
chapters do not stop with just presenting the scholarship. 
They give personal attention and interest to the recipient, 
which assures these secretaries of tomorrow a close associa- 
tion with the secretarial profession. Round Table discussions 
will be conducted on subjects of interest to all secretaries. 
There is need to improve the business dress of the general 
office worker, and during the Week an effort will be made 
to emphasize proper business dress by the presentation of 
fashion shows. 


National Secretaries Week is not intended to glamorize 
the secretary, nor is it the occasion for the employer to pre- 
sent his secretary with an orchid. However, it is a week 
during which the attention of the world will be focused 
on the part the secretary has played in building the great 
American business world. There should be a pause for 
meditation in memory of those secretaries who are now 
members of the OMEGA CHAPTER—the pioneers of the 
secretarial profession. They made a contribution to the 
business world which still lingers with us. 

While the secretary deserves recognition for her part 
‘in the business world, The National Secretaries Association 
feels every secretary, whether she is a member of the As- 


sociation or not, has a definite responsibility to be an 
efficient secretary, one who is qualified to share the heavy 
burden that is management's. 

The Association has done more than just state that every 
secretary should be an efficient secretary. Three years ago, 
October, 1951 to be exact, the Institute for Certifying Sec- 
retaries, a department of The National Secretaries Associa- 
tion, launched the first certifying examination for secre- 
taries. This is a rigid 12-hour examination covering the 
subjects of Personal Adjustment and Human Relations; 
Business Law; Economics and Business Administration; Sec- 
retarial Accounting; Stenography; and General Secretarial 
and Office Procedures. 

Out of approximately 300 people taking this 1951 exam- 
ination, 62 passed all of the six sections, thus earning the 
coveted Certified Professional Secretary Certificate. In 1952 
some 500 people took the examination and 123 were suc- 
cessful in passing it. Out of the 700 who took the 1953 
examination, 175 were privileged to receive the Certificate, 
thus bringing the total of Certified Professional Secretaries 
in the United States at this time to 360. 

One important factor that has emanated from this certi- 
fying examination is the fact that those individuals who 
are spending time in preparation for the examination realize 
there is more to being a secretary than just securing a sec- 
retarial job and holding it. 

The Certified Professional Secretary program is a chal- 
lenge to the secretary in that she must either have the 
type of work background that will give her the necessary 
rounded experience to attempt the examination without any 
specific preparation, or else she realizes some preparation 
and study are necessary, and of course that means time 
and work. 

It is a challenge to management—encourage the secre- 
taries of your company to take this examination for by 
so doing you know that they will bring you added ability, 
and will be a greater asset to your company. Your secretary 
is as valuable an asset to you as any other item on the asset 
side of your ledger. 

The secretary and her employer—two important mem- 
bers on management's team. The chapters of The National 
Secretaries Association once during the year honor their 
employers at an Employers’ Night Dinner. On this occasion 
the employers become acquainted with the activities of the 
local chapter—the effort to raise the standards of the 
secretarial profession, and the work they do for the com- 
munity by donating their secretarial services to the local 
welfare needs. National Secretaries Week honors the secre- 
tary for her contribution, and brings to the attention of 
management the benefits to be derived from taking an 
interest in the Certified Professional Secretary program. 


For additional information address your local Chairman for 
National Secretaries Week. 
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staccato—but according to the girls, “it 
all means the same thing.” The oppor- 
tunities for dates were many but—this 
was a business trip. 

To check bad driving practices, they 
used a “safe driving check list” drawn 
up by leading traffic experts, which 
enumerates the twenty common safety 
offenses committed by drivers. 

Of the 2213 violations observed, 1950 
were by men drivers—and only 263 by 
women. So say the girls. This is far out 
of proportion to the factor ratio of 
seven men drivers for every three women 
behind the wheel. 

Here are the figures on violations as 
the girls found them: 


men women 
Exceeding speed limit 934 92 
Passing on hillsorcurves 26 1 
Following too closely 26 1 


On one charge—not signalling proper- 
ly—405 men failed and 110 women. 
This relatively high score for the ladies 
in the matter of hand signals explains 
one of the favorite bits of highway 
humor which the girls picked up: “When 
a man driver puts out his hand it means 
he’s going to turn—when a woman 
driver does the same thing she’s merely 
drying her nails.” 

On the matter of major road hazards, 
however—excessive speeding, improper 
passing—the men seem to be the worst 
offenders. 

The girls took only three days and 
eight hours to make the westbound leg 
of the trip from New York to San 
Francisco. Driving in two-hour shifts, 
they made the journey non-stop to estab- 
lish themselves as competent safe drivers 
in preparation for the main purpose of 
the jaunt: the return trip on which they 
made their safety check. 

Bearing in mind that they observed 
every speed law to the letter, it would 
appear that by observing speed laws, 
you are not only swre to get there, but 
may very well get there more quickly. 

“Obeying the speed laws is so unusual 
that we passed only 320 cars on our 
whole eastward trip,” the summary says. 
“Everything else passed us.” 

The eastward cross-country check 
route covered 3374 miles. San Francisco, 
Carson City, Elko, Salt Lake City, Evans- 
ton, Rock Springs, Rawlins, Laramie, 
Cheyenne, North Platte, Omaha, Des 
Moines, Davenport, South Bend, Cleve- 
land, Buffalo, Syracuse, Albany and fi- 
nally, New York City. 


The Secretary 


Who Said We're Bad Drivers 







The girls feel certain the variations 
in road markings and the varying ideas 
about safe speed limits are a frequent 
accident cause. 

For example, some states use solid 
and dotted lines to tell you when to stay 
on your side of the highway and when 
to pass. Others use single and double 
lines. Some use white, some use yellow, 
some use a combination of both and a 
few more daring ones are experimenting 
with other hues. Quite without knowing 
it, a motorist can pass from one state 
into another and suddenly be confronted 
with road markings that don’t mean 
what they meant ten miles back. 

In some states passing on the right 
is legal; in others it’s illegal. (A safe bet 
is not to.) At one point a road sign 
gave the maximum speed limit at 20 
miles an hour. About fifty feet further 
down the same road another sign in- 
formed you that the traffic lights were 
set for a speed of 33 miles an hour! 

Where speed limits were unreasonably 
low, cars were forced to pass them 
under difficult traffic conditions. Such 
speed limits are dangerous, the girls de- 
clare. The driver believes they are not 
meant seriously and this causes a gener- 
al disrespect for all traffic regulations. 

In some areas signs keep the motorist 
to a minimum speed limit. In other areas, 
the motorist can be held for speeding 
even under the posted speed limit if in 
the judgment of a traffic officer you are 
going too fast for road conditions of the 
moment. The variations in auto traffic 
regulations is confusing. 

Hand signaling—or rather the lack 
of it—is a national failing. “It’s fantastic 
how few people signal properly,” ob- 
serves Miss Emory. 

And the variation in hand signals is 
even more disconcerting. One of the 
most common errors on the highway is 
putting the hand straight out to the left, 
suggesting a left turn—then veering 
sharply to the right. Fortunately, many 
of the new models are coming equipped 
with turn indicators—if the driver re- 
members to use it. 

The major deviations from road cour- 
tesy are: cutting in too close in passing, 
speeding up when someone wants to 
pass you and failure to dim headlights 
as you come up in the rear of a car. 
Headlights glare at the driver through 
the large rear-view mirror, and the great 
(continued on page 32) 
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BUSY SECRETARY! 


The modern memo-organizer. One of 
the most practical daily reminders ever de- 
veloped! Styled by a famous designer. 
Handsome 7/2” x 62” x 1” looseleaf binder, 
with scientifically planned memorandum, 
appointment and calendar pages providing 
for daily and weekly organization. A huge 
success among professional and business 
people and in the home. IDEAL GIFT. Rich 
maroon simulated leather cover, $3.95. 
Genuine leather black Morocco Grain, 
‘Ww $8.50. Deluxe genuine tan Pigskin, $13. 
Orders shipped day received. 
100% satisfaction guaranteed or 
money back. Postpaid when cash 
accompanies order. Department 
B-4 Wilson Memindex Co., 149 
Carter St., Rochester 21, N. Y. 











For Successful Secretaries 
—and those “on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want. 


Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con- 
ceivable office question, Helps you 
develop your judgment and self-re- 
liance in handling independently 
any job assigned to you. 


Complete 
Secretary's Handbook 


by Lillian Doris and Besse May Miller 


Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer. 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these: 


i 
9 
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How to set up a ‘‘fooiproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 
How to attend to social obligations 
How to keep track of employer's financial affairs 
How to maintain friendly client relations 
How to select your office wardrobe 
@ How to handle your job and yourself with 
Polish and poise 
@ How to avoid needless overtime work 
Prove to your own satisfaction that this is ‘‘the most use- 
ful book a successful secretary can own’'! Send coupon 
below to get your copy for 10 days’ free trial. 
You get 158-page HANDBOOK OF BUSI- 
FREE GIFT NESS MATHEMATICS as a gift. Shows you 
short-cuts in arithmetic, easy ways to do 
accurate figuring. Mail coupon below, 
ee eo ee ee ee 
V PRENTICE-HALL, INC., Dept. M-SEC-354 | 
| 70 Fifth Avenue, New York 11, N. Y. 
| Send me the ‘‘Complete Secretary's Handbook’’ for 
Free Examination. After 10 days I will either remit 
| $4.75 plus a few cents for postage and packing, or 
return the book and owe nothing. I am also to receive 
| —free—a copy of ‘‘Handbook of Business Mathe- 
matics,’* mine to keep whether I keep the Secretary's 
| Handbook or not. 
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news from the four corners of N. S. A. 


SOUTHEASTERN DISTRICT 
KATHLEEN M. KING 

P. O. Box 1517 

Charlotte, North Carolina 


VICKSBURG CHAPTER (Vicksburg, 
Miss.) used a different approach to se- 
cure names of prospects for this year's 
membership tea. An informative letter 
was sent to a selected list of employers 
stating the purpose of NSA, its aims 
and programs, qualifications for mem- 
bership, with a request for names of em- 
ployees who qualified. Eighteen of the 
twenty-three contacted furnished names 
of secretaries, and indicated interest in 
NSA. The program for the tea was in 
the form of a panel explaining the 
interests and aims of the Association, 
after which the panel members answered 
questions asked by the guests. 

The VICKSBURG CHAPTER held its 
Boss Night supper in the Plantation 
Room of the Old Southern Tearoom. 
The room was converted into a French 


night club, complete with tavern lights, 
French menu, and floor show. The host- 
esses and guests rollicked through an 
evening that included a survey of the 
bosses devised by “Dr. Whimsy” for 
his publication, “The Behavior of Bosses,” 
conducted by Doug Hiatt, songs by Lucy 
Arcaro, billed as “The Lily Ponds of 
France,” and Bette Sherman. The high- 
light of the evening was proclaiming 
S. P. Price Boss of the Year, with the 
presentation being made by Frances 
Crawford. Odene Williams, president, 
was Mistress of Ceremonies. 
* * * 


Colonel Julia Hamblet, director of the 
Woman Marines, addressed PRESIDEN- 
TIAL CHAPTER (Washington, D. C.) 
on “Women in Service” at the January 
meeting. Geneva McQuatters, director 
of Public Relations for the National 
Federation of Business and Professional 
Women’s Clubs, was also a guest. 

. * * 


A direct result of the joint meeting of 
the Downtown Kiwanis Club and FoRT 


* * * 











In attendance at the Executive Meeting of the organization of Georgia State Division of 


NSA at the Dinkler-Plaza Hotel in Atlanta, Georgia, January 9 and 10 were: Elizabeth 


Ennicks, Elizabeth Royal and Rose Merritt, Savannah Chapter; Marguerite Dodds, SEVP; 
Inez Theos, NSA club editor for Atlanta Chapter; Anise Troth, Atlanta Chapter; Collie 
Zipperer, state secretary, Savannah; Grace Dudley, state president, Atlanta; Dessie Gentry, 
state treasurer, Augusta; Mary Hilburn, president, Savannah Chapter; Ruth Key, presi- 
dent, Atlanta Chapter; Allie Cotton, second vice president, Atlanta Chapter; Elizabeth 
Carroll, president, Fairways Chapter, Augusta; Elizabeth Mosley, Atlanta. This group 
made plans for the first CPS examination center for Georgia, and for three new chapters 
in the state, Columbus, Rome and Macon. 


Twenty 





national news 


LAUDERDALE CHAPTER (Fort Lauder- 
dale, Fla.) was the setting up of several 
classes for NSA members by the adult 
education division of the county. Prom- 
inent guests at the luncheon were Mayor 
Malcolm Carlisle; James L. Burnstead, 
director of adult education; Chamber of 
Commerce President, John Monahan; 
Junior Chamber President J. A. Byron. 
The principal speaker was J. T. Carty, 
national advertising manager of Inter- 
national Business Machines, who spoke 
on CPS. The chapter has made arrange- 
ments with the University of Miami for 
personnel to conduct a secretarial work- 
shop. 


* * * 


OSCEOLA CHAPTER (Clearwater, Fla.) 
heard Sergeant Wallie Mackie of the 
Traffic Department of the City of Clear- 
water speak on traffic safety and rules 
of the road at the January meeting. He 
plans to demonstrate the drunk-o-meter 
for the chapter at a meeting in the spring. 

* * * 


Norma Clower, “Secretary of the 
Year,” KNOXVILLE CHAPTER (Knox- 
ville, Tenn.) and Larry Grable, presi- 
dent, recently appeared on a local tele- 
vision show on which people of note 
in the city are interviewed. Norma and 
Larry presented the program, purpose, 
and organization of NSA through a dis- 


Six NSAers of Monumental Chapter who 
worked with the Cerebral Palsy Telethon 
in Baltimore, Maryland, are, seated: Vir- 
ginia Lambrow, president; Katherine L. 
Sinnett, chairman, civic welfare; Mrs. 
Zita T. Miller; standing: Dorothy I. 
Thorpe, recording secretary; Helene E. 
Horneman, chairman, public relations; 
and Dorothy C. Unger, chairman, educa- 
tion committee. 


The Secretary 





DMO Ss ewe st A 


lel 





cussion with the narrator, resulting in 
one of the nicest publicity “plugs” the 
chapter has had. Several members are 
attending a CPS review course two 
nights a week at the University in their 
city, inspired by Mary L. McCall who 
passed the examination in October. 
W. A. Massie of the United Mine Work- 
ers spoke on “Rehabilitation and Restor- 
ation of the Handicapped in our City” 
at the January meeting. Mr. Massie told 
of the outstanding work his organization 
is doing to aid this deserving group. 
* * * 


President Virginia Lambrow, MONU- 
MENTAL CHAPTER (Baltimore, Md.) 
gave a ninety-minute talk before a com- 
mercial class of the Baltimore Institute 
on the duties, responsibilities, and quali- 
fications of a secretary. She emphasized 
especially the CPS program as an im- 
portant development in the secretarial 
field. The Director for Maryland’s Na- 
tional Association of Parliamentarians, 
Mrs. Carl W. Wheelock, has volunteered 
to conduct a course in Parliamentary 
Law for the chapter. She is co-author of 
“Know Your City” and “Primer of Par- 
liamentary Procedure,” and has an out- 
standing background of civic activities 
that includes work in most of the major 
women’s organizations of Baltimore. In 
January she spoke to the chapter on 
“Baltimore’s Defense Against an Atomic 
Attack.” Mrs. Wheelock is doing a great 
deal in assisting this chapter in its work. 
Part of the excitement for members par- 
ticipating in the round-the-clock Cere- 
bral Palsy Telethon was meeting some 
of the stars of the show, such as Caesar 
Romero, Ginny Simms, and Toni Gilman. 


* * * 


aes . ca ee x SS 
CPS was the topic at the dinner meeting 
of Downtown Kiwanis Club and Fort 
Lauderdale Chapter on January 5. Pic- 
tured are John Monahan, president, Cham- 
ber of Commerce; J. T. Carty, advertising 
manager of International Business Ma- 
chines, principal speaker on CPS; Joseph 
P. Jolley, president, Kiwanis Club; Marie 
Starr, NSA Chapter president; and Mal- 
colm Carlisle, mayor; of Fort Lauderdale. 


The Secretar) 





At their meeting in January, members 
of ALGONQUIN CHAPTER (Cumberland, 
Md.) approved participation in State 
Organization for Maryland, Delaware, 
and the District of Columbia. The speak- 
er for the evening, Ralph L. Preble, of 
the United States Travel Agency, de- 
scribed the two 1954 post-convention 


trips. 
* . . 


Braving a snow blizzard, more than 
forty CAPITAL CHAPTER (Washington, 
D.C.) members and guests met in Janu- 
ary at the Dodge Hotel to hear Internal 
Revenue Agent Gervasion Percuoco dis- 
cuss federal income tax preparation. (A 
timely subject! ) Chapter members Mary 
Kathryn Toll and Esther Peiman pre- 
sented income tax data relating to Vir- 
ginia and the District of Columbia, re- 
spectively. LaTrelle Barron, snowbound 
in suburban Maryland, mailed a report 
on Maryland income tax to interested 
members. The chapter recently com- 
pleted two successful fund-raising pro- 
jects, the Variety Club charity and the 
sale of Christmas cards and wrappings. 
The chapter will honor those who pass- 
ed CPS in 1953 at a special dinner. 


* * * 


PIONEER CHAPTER (Charlotte, N.C.) 
is having a Bingo Party in March for the 
scholarship fund. A high school graduate 
will again be selected for the scholarship 


award. 
* * - 


OSCEOLA CHAPTER (Clearwater, Fla.) 
appointed Edith Pirie and Jean Joiner 
co-chairmen of National Secretaries 
Week. They have already planned many 
activities. 


= 


SOUTHWESTERN DISTRICT 


Mrs. BEA ARNELL 
610 East Young Street 
Tulsa 6, Oklahoma 


Louis Nordyke, editor and novelist, 
spoke on “How to be a Writer” at the 
annual Bosses Banquet held recently by 
the PALO DuRO CHAPTER (Amarillo, 
Texas) in the Amarillo Club. O. B. 
Grant, District Landman for the Texas 
Company, was named “Boss of the Year” 
for 1953 and crowned by his secretary 
Mrs. Tommie Stone. When a huge 
Christmas basket of good things to eat, 
plus toys, nuts and candy, was delivered 
to a needy family, the happy smiles and 
shining eyes repaid the chapter a hun- 





here... 


is a wonderful new system of 
picking up your shorthand speed 
in a hurry with loads of specially 
selected shorthand dictation on 
phonograph records in all speeds. 


Send for free descriptive literature. 
DICTATION DISC CO. 


Dept. 44 
P.O. Box 637, Church St., New York, N.Y. 











dredfold. The annual $10.00 check was 
donated to the Children’s Home. 
* * * 


SAN DIEGO CHAPTER (San Diego, 
Cal.) held its regular Christmas dinner 
meeting in the Jubilee Room, San Diego 
Club. For the first time, the girls brought 
their boy friends, husbands, or special 
guests. Joan Hansen, dinner chairman, 
had holly flown from Oregon, which was 
used very impressively on the tables with 
candles and Christmas balls. Through the 
courtesy of Majorie Mackey, Western 
Airlines presented a film in technicolor 
representing a trip from San Diego to 
Yellowstone National Park, and return. 
The finishing touch was added when 
Santa Claus passed out gifts for all. Gifts 
and money were collected for the chap- 
ter’s needy family for the year. 

* * * 


For a second year, Alberta Hassell, a 
WILSHIRE CHAPTER (Los Angeles, Cal.) 
charter member, was a gracious hostess 
for the Christmas party. Twenty-five 
gifts were contributed to the St. Anne’s 
Home. One of the newest members, 
Edythe J. Berube, has a husband who is 
one of WILSHIRE CHAPTER'S most ac- 
tive behind-the-scene helpers. Roasting 
the big turkey for the Christmas party 
and making and donating a beautiful 
Redwood cart for one of the chapter's 
successful raffles are only two of the 
many things Edyth’s husband, Philippe, 
has done. At the January meeting G. R. 
Anderson, Training Specialist, Training 
Department of Lockheed Aircraft Cor- 
poration, spoke on “Helping Your Boss 
Become Even More Effective.” 

* * * 


Members of WESTPORT CHAPTER 
(Kansas City, Mo.) are looking forward 
to the CPS study classes being organized 
by Mrs. Lucille Boring, educational 
chairman. Unable to make arrangements 
with any of the educational institutions 

(continued on page 28) 
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by MARY R. TOOMEY 
New York City Chapter 


Things to See and Do in New York City 


So you are going to be in New York in July! The 
MANHATTERS are looking forward to your visit and hope 
that every NSAer can attend the Convention and then linger 
for a little longer with us. There will be all sorts of planned 
trips and parties which you may join for first hand visits 
to practically all of the City’s points of interest, but if you 
have any desire to trip off on a little individual exploration 
we hope the following paragraphs will help you plan your 
excursions to your own best satisfaction. 

As you undoubtedly know Greater New York City is 
made up of five boroughs—Manhattan, Brooklyn, Bronx, 
Queens, and Richmond, this last better known as Staten 
Island. Each of the boroughs has its own claims to individ- 
ual fame and attention, and we hope that you will manage 
a visit to them; however, a guide to each would take too 
much space to do them justice, so this article will concen- 
trate on Manhattan. 

Our first advice is not to take your automobile to any 
part of the City. New York’s public transportation may be 
crowded, but it is efficient and it reaches every section. If 
you find the subway and buses tiring, taxicabs are numerous 
and reasonable in rate. 

Manhattan is a sort of fish shaped island roughly twenty- 
five square miles in area. It is broad at the top or north 


part and narrow at the base. If you are traveling north from 
any section you are going “uptown” and traveling south to 
any point you are going “downtown.” Except for Green- 
wich Village’s antic streets, the island’s street pattern is a 
gridiron. The avenues run north and south; the streets east 
and west. New Yorkers generally think in terms of “down- 
town,” everything below 14th Street; “midtown” -every- 
thing between 14th and 59th Streets; “uptown” everything 
from 59th Street north. 

These rough divisions are sub-divided by areas. Down- 
town includes the financial area, the greatest concentration 
of skyscrapers, the shipping and market centers, Chinatown, 
the City Administration buildings, the lower east side and 
the Bowery, and Greenwich Village. Midtown has too much 
to begin to itemize its points of interest but you will realize 
(because they will undoubtedly get a large part of your 
time) that the amusement heart and the shopping center 








are in this section. Uptown is “almost” entirely residential. 
The “almost” refers to Central Park and the universities 
and museums. 

Now that you have a general idea of the island you can 
begin to consider the best use of time and transportation 
to see and do what pleases you most. It is probably best to 
think of sightseeing and shopping for daylight hours; shows 
and concerts and entertainment after dinner. In July the 
days are long and the ambitious can really start early. If you 
want a flavor of New York that is part of most of us try 
a breakfast between 7:30 AM and 9:00 AM in any corner 
drugstore or cafeteria. When you have caught some of the 
native sense of urgency you will be prepared to cope with 
a bus or subway trip. 

For an exploration of lower Manhattan take the IRT 
(Lexington Avenue or Broadway-Seventh Avenue) sub- 
way downtown to Wall Street. You can walk from there 
down to the new Battery Park. The Battery is the very 
southernmost point of Manhattan. It is here that the Hud- 
son River and the East River merge into Upper New York 
Bay and together create the secret of the existence and suc- 
cess of New York City—the Port of New York. From 
Battery Park you can look over the Upper Bay. Along with 
the maritime activity you will see the Brooklyn and Staten 
Island and New Jersey shore lines as well as Governor's 
Island, Ellis Island, and Bedloes Island. Bedloes is unmistak- 
able as it supports the Statue of Liberty. You can, if you 
wish, take the boat trip over to the Statue. The trip and visit 
take about an hour and three-quarters to two hours. If you 
have no time for ferry rides, you can walk from the Park 
across West Street to the North of Park Place. Here are the 
docks of the United Fruit Company, the so-called “banana 
docks” and another block north at 25 Broadway is the 
Cunard Building with its murals of historic ships. 














The U. S. Custom House, built on the site that was Peter 
Stuyvesant’s Governor's Mansion, is between Whitehall and 
State Streets. The New York Stock Exchange, Wall Street, 
and the famous Trinity Church are all in the immediate 
vicinity. There is very little distance between any of these 
points. Most of the buildings are taller than the streets are 
long, and you will feel like Alice, that you have dropped to 
the bottom of the rabbit hole. While you are in the neigh- 
borhood you should include a visit to the Fulton Fish 
Market on South Street. This is the largest fish market on 
the eastern seaboard and you may satisfy any fish craving 
you may have from rainbow trout to South African rock 
lobster. 

If your feet are tired this would be a good point at which 
to embark on a Broadway bus ride. The bus begins at the 
tip of Manhattan, moves north through the Wall Street 
financial center, passes the civic buildings of the City, then 
takes a diagonal course from Union Square through the 
garment center, and travels up the Great White Way to 
Columbus Circle. Beyond Columbus Circle it parallels the 
Hudson River and offers the upper West Side residential 
area, Columbia University at 116th Street, and the museum 
group at 155th Street. This is a good time to take the sub- 
way back to Midtown, as there are connections to all the 
downtown subway lines. However, if you have the energy, 
the bus will carry you on past the Columbia Presbyterian 
Medical Center, a truly impressive group of buildings, and 
north to Fort Tryon Park and the Cloisters. 

As Manhattan broadens you will find a dozen or more 
parts of it that you want to see. The most forthright way 
to approach this is by a division of east and west. If you 
will plan to try to cover one side at a time, you will save 
wear and tear on yourself and simplify your transportation. 
From the Brooklyn Bridge at Duane Street to the Queens- 
borough Bridge at 59th St; from roughly 5th Avenue to the 
East River you will find the Lower East Side—a conglamor- 
ate of nationalities—Little Italy, The Jewish Quarter, China- 
town, a dramatic contrast of old law tenements and new 
law housing developments. 

The Astor Place district, just north of Little Italy, con- 
tains some interesting old houses, (relics of the days when 
this was a fine residential area) as well as the John Wana- 
maker Department Store at Astor Place, and the famous 
Cooper Union, a school founded by Peter Cooper. As you 





travel northward, you will find on Second Avenue between 
Houston and 14th Streets, the “East Side Broadway,” an 
area of Yiddish theatres and Rumanian resturants. At 14th 
Street you have the retail bargain stores and Union Square, 
New York’s nearest approach to London’s Hyde Park in 
providing space for soapbox oratory. 

As you continue north and east you will see the rapidly 
changing face of the city manifested in the development 
of Stuyvesant Town, the new Bellevue Hospital buildings, 
the United Nations Building, and above and below ground 
improvements of vehicular tunnels and river drives. 

The lower west side has little to offer the sightseer be- 
sides market and waterfront activities, so it is best to begin 
this side of the City in the Greenwich Village neighbor- 
hood. The Village is generally within the area bounded by 
Spring Street on the south, 14th Street on the north from 
West Street to Broadway. The streets and alleys, malls and 
lanes go in every direction and you really need a street 
map to find your way around, but the Villagers are very 
friendly and more than pleased to offer directions. 

If you visit it during the daytime, you will be enthralled 
by the heterogeneous litter of the store offerings. From 
bangle earrings to abstract paintings, the only virtue they 
seem to have in common is that they “are different.” The 
Village is full of beautiful old houses and many of the 
grimy old brownstones conceal charming backyards and 
gardens as well as gems of brasswork and wrought iron. 
For all of the past glory and glamor it enjoyed as America’s 
Bohemia, the Village today is a fairly conventional, pleasant 
residential section. At night a few spots try to continue the 
Latin Quarter reputation, but basically they do not differ 
from any other night clubs in the city. 

North of the Village is another residential area, Chelsea. 
This section was at one time the amusement and restaurant 
center of Manhattan. Back at the close of the Civil War 
and for many years thereafter, it had the City’s Opera 
House, later converted into a theatre for Jim Fisk’s favorite 
actress, Josie Mansfield. As the entertainment world moved 
uptown the era passed and today Cavanagh’s Restaurant 
remains one of Chelsea’s few souvenirs of its gay past. 

From 23rd to 42nd Streets on the West Side you have 
the Needle Trades and all it implies. Men’s wear, furs, 
women’s wear, lingerie, leather goods, ribbons and laces; 
goods priced from nothing to too much; all of them seemed 
to be manufactured in these blocks, and if you would truly 
appreciate the congestion and competition of the section, 
try to see it during the noon lunch period when the work- 
ers pour into the streets from offices, lofts, and cubby- 
holes. As though this were not enough, the area also 
contains the City’s main post office, the Port Authority 
Buildings, and Pennsylvania Station. 

About the “Great White Way” we are sure you have read 
and heard all there is to know. A piece of gratuitous advice 
we'll pass along to you is that you have a better chance to 
obtain theatre tickets for popular shows than we have. Your 
letter from your home town will receive prompter and 
better service than we could possibly get. 

There has been no effort here to encompass the details 
of each and every section of the city. It has been set forth 
with the intention of helping you decide what you would 
like to do while you are here. There is no doubt that Man- 
hattan has something to offer you. 

If you are one of those who would rather absorb the 
City’s atmosphere and not chase through its streets, do not 
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miss Bryant Park behind the New York Public Library on 
Sth Avenue on a sunny lunch hour. In past summers the 
Library has piped out concerts for the lunching office 
workers. Here you can watch the people to your heart's 
content, and if you tire of the park you can sit in one of 
the lion’s laps and look at the crowds bustling back and 
forth on the Avenue side. On one of the soft summer 
evenings take the bus to the Lewisohn Stadium and watch 
the New Yorkers relax while they listen to Tchaikowsky. 

For your own information and best returns on your time 
and money, we suggest that you check the daily newspapers 
for what’s doing each day, or any of the weekly magazines 
devoted to the City’s activities. 

We are anxious to have you come and we want you to 
enjoy every minute of your visit, and we want you to take 
home the feeling that “New York may not be America,” 
but the miracle of its growth and the magnitude of its 
interests are dynamic expressions of the American spirit— 
and in that sense New York is America. 


(Editor's Note: Why not clip this article and tuck it in 
your luggage just in case you wish to re- 
fresh your memory when you get to New 
York City?) 
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basic problems of SKIN CARE 





Skin care is often a matter of habit, need, and good 
grooming. Beginning with those hours before bedtime when 
we were children, we were urged to acquire habits of good 
grooming. Those personal chores performed by Mother— 
like hair brushing and hand cleaning—were the start. 
Mother knew that clean, smooth hands reduced the chances 
of spreading germs and removed the source of possible 
infection. Technically, the basic problem of skin care is 
something more. It is one of chemistry. 

Only an infant's hands need no beautifying, say derma- 
tologists, because only an infant’s hands have no disturbing 
skin elements touching them. Skin specialists advise us to 
watch out for chemical changes that take place on the skin 
surfaces when children are old enough to get into every- 
thing. The pigment of the skin has nothing to do with its 
actual chemical composition. Whether one is fair or dark- 
skinned, chapping and roughness result from contact with 
dirt, water, soap, detergents, or anything that is high in 
alkali. 

Technicians have found that while the chemical nature 
of the skin is not observable, the results of the wrong 
composition are evident in the chapping, roughening, and 











painful cracking. Briefly, the normal skin, whether of a 
child or grownup, is slightly acid or, as technologists say, 
the pH (potential Hydrogen concentration) factor is low. 
When hands are washed with soap, detergents or even with 
plain water some of the acid “cover” of the skin washes 
away and then the skin, becoming more alkali, breaks and 
becomes roughened or chapped. 

This problem skin, which particularly faced doctors and 
nurses in hospitals, is being attacked and solved. Know- 
ledge of the pH factor of skin has helped produce a type 
of hand cream that restored the acid balance to the skin. 
It not only made the hands feel good, but actually prevented 
and cured the chapped, broken or roughened skin safely 
and surely. 

Not too long ago it was thought that applying some 
sort of lotion once a day was sufficient. Dermatologists now 
tell us that applying a cream before going out or before 
doing the wet household chores such as dishwashing, laun- 
dering, etc. as well as the dry jobs, dusting, vacuuming, etc., 
will strengthen the skin’s own fight against being unbal- 
anced. Using cream, they say, after exposure to any of these 
hazards, will, of course, restore the proper chemical balance 
to the skin surface. 

The problem, being always with us, sounds formidable. 
Regular hand care not only helps the hands, but is a matter 
of good grooming. In this connection the Good Grooming 
Institute reminds us that hand care is a personal matter 
that we cannot neglect. 














COPYING MACHINE (207) 


The speed of Copyflex desk-side copying 
machine has been increased by 50% and 
results from new designing using 220 volt 
A.C. current. This model 15 machine, with 
a 20” copying width made by Charles 
Bruning Co., Inc., can produce thousands 
of varying sized diazotype copies daily 
from large accounting sheets down to 
small memos. The standard Model 14, ade- 
quate for most offices, will continue to be 
produced in quantity. 
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CHECK SIGNER (208) 


The new safeguard Check signer of Safe- 
guard Corp., Lansdale, Pennsylvania, com- 
panion piece to a complete line of check- 
writers, has a gravity feed shelf designed 
to make checks practically self-adjusting. 
The signer is versatile in that it imprints 
a facsimile signature directly or in reverse. 
Nine safety points include number count- 
er, two special locks. Macerated signature 
shows clearly on card or regular checks. 
Unique mass production allows low cost. 
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COPY HOLDER (209) 


This all metal Stand-By copyholder in- 
cludes features found in costlier holders 
and can be supplied in three sizes, stand- 
ard 9”x12” and accountants or legal, 
16”x9” and 12”x16”. Made by Curtis- 
Young Corporation, it features knee-action 
copy grippers, non creeping rubber feet, 
quick tilting for easy readability, all-metal 
line indicator which operates from right 
or left side or from the top and folds flat 
for easy storing in desk drawer space. 





PORTABLE SHARPENER (210) 


A new portable, attractively designed pen- 
cil sharpener with a rubber base that re- 
quires no installation has been added to 
the APSCO line made by APSCO Prod- 
ucts, Inc., of Beverly Hills, California. 
The originators of portable sharpeners, 
APSCO’s new Premier Deluxe model as- 
sures more efficiency through neater, clean- 
er, more legible copy by making it possi- 
ble . have a sharpener within finger-tip 
reach. 


STAMP DISPENSER (211) 


The new Dispens-A-Stamp machine intro- 
duced by Dispens-A-Label Devices, Pitts- 
burgh, Pa., moistens and applies 100 
stamps in five minutes and seals 100 en- 
velopes in two minutes. It is used for 
small stickers, labels, or as a finger moist- 
ener to count money. Place stamps on de- 
vice as above, each separated, then slide 
away one at a time over the moistening 
element. Only one stamp comes down at 
a time. 


The Secretary 








A nnouncing 
The Secretary... 


We have thought a lot about how NSAers would like a 
page devoted to ladies’ fashions and found that almost every 
magazine has such a section. This makes it easy for you to 
choose from many sources when you want to see the latest 
in milady’s wearing apparel trends. 

We have also observed that many and many a business 
lady has an excellent creative flair for designing her hats, 
dresses, suits, jackets, and so on. 

As an outlet for all this pent-up talent, we think you will 
be interested in a Fashion Contest and therefore would like 
to institute a continuing one on a monthly basis with a 
prize of $25 each month. The first contest winner will be 
announced in the May issue of THE SECRETARY. 


Then at the 1955 NSA Convention a grand prize of $100 
will be awarded for the best fashion design among the 
monthly winners. 

At the 1954 NSA Convention, the winners of the May, 
June, and July contests will receive their awards. All win- 
ning designs will appear in THE SECRETARY. 

The closing date of each monthly contest will be a post- 
mark of the 15th of the month preceding the contest. For 
example, April 15 will be the closing date for the May 
Contest. 

The annual winner will be selected through the votes of 
the NSA membership. Voting forms will appear in two 
issues preceding the 1955 Convention. 


COME ON YOU HATTIE CARNEGIES, CEIL CHAPMANS AND LILLY DACHES 


there are lots of winners among you. 


The Secretary 


SEND ENTRIES TO YOUR EDITOR. 
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SOUTHWESTERN DISTRICT 
(continued from page 21) 


in the city to tailor courses to fit their 
needs, they decided to set up their own 
schedule. With the aid of their own 
members as advisors, they hope to stream- 
line the classes and work on subjects 
most essential to them. The success of 
this idea will no doubt be shown by the 
results of the next CPS exam. 
. * * 


Monday night, January 18, members 
of TOWER LIGHTS CHAPTER (Austin, 
Texas) were honored at a dinner given 
by the membership of the Y.M.C.A. 
Chairman of the Board, Mrs. Harry Grif- 
fiths presided at the meeting and pre- 
sented a certificate of merit to the mem- 
bers of TLC for services voluntarily 
rendered at the Young Adult Center of 
the local Y.M.C.A.. on Wednesday 
nights, at which time the members acted 
as hostesses and served refreshments for 
the weekly dances. President Adele Pil- 
ling and Chairman of the Committee 
Ruth Gold accepted the certificate in the 
name of TOWER LIGHTS CHAPTER. This 
has been a regular project of the chapter 
for a long time, and this recognition is 
very much appreciated. 

* * * 


Dr. Albert Fries, member of the In- 
stitute for Certifying Secretaries and 
head of the Department of Office Ad- 
ministration, School of Commerce, Uni- 
versity of Southern California, addressed 
the Saturday Symposium No. 2, conduct- 
ed by Los ANGELES CHAPTER (Los 
Angeles, Cal.) on February 6, at USC. 
Sarah Montoya, chairman educational 
committee, directed and arranged the 
session. Dr. Fries’ subject followed the 
theme of the symposium, “Effective 
Business Writing.” The program includ- 
ed: (1) review of syntax, punctuation, 
capitalization; (2) words and music; 
and (3) how to have fun and influence 
readers. The large number of chapter 
and neighboring chapter members and 
guests present acclaimed the worthwhile- 
ness of the symposium, particularly the 
message from Dr. Fries. The Ways and 
Means Committee, headed by Mrs. Doris 
Hooper, reports a considerable amount 
of money realized from the annual rum- 
mage sale in January. 

* . * 

The University of Tulsa, in coopera- 

tion with the WILL ROGExS CHAPTER 
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(Tulsa, Okla.) has prepared Secretaries’ 
Evening Classes specially for those inter- 
ested in becoming a CPS, and for all 
secretaries desiring to improve profes- 
sionally. Classes started February 1, at 
the University. At the January meeting 
President Ann Whitten initiated four 
new members. 
* * . 

Approximately 175 persons attended 
a panel discussion and luncheon at the 
Hotel Statler, sponsored by the Educa- 
tion Committees of the St. Louis Cham- 
ber of Commerce and the ST. LOUIS 
CHAPTER (St. Louis, Mo.), in coopera- 
tion with the National Office Manage- 
ment Association. Robert M. Ramel, 
chairman of the education committee, 
Chamber of Commerce; Eugene Page, 
the Chamber of Commerce; and Mrs. 
Augusta V. Eades, chairman of the NSA 
education committee, made the arrange- 
ments. Participants in the panel were: 


Sy 





Mrs. Tommie Stome, PALO Duro CHAP- 
TER (Amarillo, Texas) places the crown 
on the head of her boss, O. B. Grant, who 
was selected as Boss of the Year at the 
recent annual Bosses’ Banquet. 


Dr. Estelle Popham, Hunter College, 
New York, Dean of CPS Institute; 
W. G. Turquand, Sales Manager, Under- 
wood Corporation, New York; H. W. 
Dickhut, Stivers Office Service, Chicago, 
Illinois; Lloyd Stanwood, Gaylord Con- 
tainer Corporation, St. Louis, Missouri; 
and SW Vice President Eunice E. Beim- 
diek, member of ST. LOUIS CHAPTER 
and a CPS. Major discussions covered 
CPS qualifications, how business men 
and secretaries can jointly work toward 
higher standards for secretarial person- 
nel, and some of the reasons why it is 
difficult to secure competent office per- 
sonnel. Question and answer period fol- 
lowed the panel discussion. This session, 
the first of its type in St. Louis, was 
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Officers of BIG D CHAPTER (Dallas, 
Texas): Mrs. Lida Flurry, treasurer; Jean 
Woods, corresponding secretary; Mattie 
Lee Mueller, president, displaying gavel 
with engraved silver band recently pre- 
sented to chapter; Mrs. Mildred Brandt, 
recording secretary; and Neva Jones, vice 
president. 













considered an overwhelming success. At 
the January dinner meeting Edward L. 
Dowd, Circuit Attorney for the City of 
St. Louis, spoke on “Crime Picture in 
St. Louis” and touched on many phases 


of his work. 
* . 2 


In observance of Women-in-Uniform 
Week, BIG D CHAPTER (Dallas, Texas ) 
at its February dinner meeting entertain- 
ed a distaff representative from each 
branch of the Armed Services. Colonel 
Boise B. Smith, Director of the City- 
County Civil Defense & Disaster Com- 
mission, spoke on “The Secretary's Part 
in Civil Defense.” Colonel Smith is a 
veteran of World Wars I and II, and is 
now in USAR with a command at Love 
Field. President Mattie Lee Mueller wel- 
comed and installed nine new members. 


The CPS and Educational Committee 
of HOUSTON CHAPTER (Houston, 
Texas) is conducting a free study course 
covering the six sections of the CPS 
examination. The first section will con- 
sist of five lectures on Law by prominent 
attorneys; followed by two lectures on 
Economics. The other sections of the 
CPS examination will be covered by 
people well versed in their professions. 
The first lecture was held January 11 
with an attendance of thirty. The CPS 
sub-committee is in charge of the Insti- 
tute for Secretaries, to be conducted in 
conjunction with the University of Hous- 
ton, at the Shamrock Hotel, Saturday, 
May 22. This will be a one-day session, 
including luncheon. The fee will be 
$5.00 per person. The Civic Projects 
Committee provided Christmas cheer for 
a very needy family. Chapter members 
also participated in the March of Dimes 
project; rang bells on Main Street for 
the Salvation Army Christmas Fund, 
collecting $111.98; and typed lists for 
delivery of Christmas baskets for the 
Andy Anderson Bureau. 


The Secretary 
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HELEN PARILEK 

2235 St. Mary’s Avenue 

Cox Avenue Apartments #317 
Omaha, Nebraska 


AK-SAR-BEN CHAPTER (Omaha, 
Neb.) stepped behind the scenes in de- 
tective work at their January meeting. 
Inspector Harry Greene of the Omaha 
Police Department (assisted by Captain 
Clinchard) spoke to the group and 
showed colored slides used in identifying 
suspects. To give the woman’s angle was 
Mrs. Faye Page who told of some of her 
many interesting experiences as a store 
detective. The past presidents of this 
chapter honored Ruth Quade, the first 
member to pass the CPS examination, 
at a luncheon held at the Blackstone 
Hotel. 


* * * 


Members of LOMAND CHAPTER 
(Ogden, Utah) and their guests met in 
the new cafeteria of the Ogden plant of 
Swift & Company for lunch, went on a 
tour of the plant, and spent an interest- 
ing hour learning about meat processing. 
At their regular meeting the members 
were shown a film on, “The Part Waves 
Play in the Navy,” by Wave Recruiter 
Virginia Eddy. 


* * * 


A beautiful initiation ceremony high- 
lighted the January meeting of HAWK- 
EYE CHAPTER (Des Moines, Ia.) with 
thirteen new members taking part in 
the ceremony. A very timely Panel Dis- 
cussion on CPS constituted the program 
for the evening. All were very much 
interested in the discussion, especially 
when Dr. Frances Merrill of Drake Uni- 
versity was introduced and it was an- 
nounced that she is now a member of 
the Institute. Dr. Merrill related some 
of her experiences at her first meeting 
with the other Institute members. She 
is very deeply impressed with the Na- 
tional Secretaries Association and told 
the members they should be proud of 
the work being done, especially on the 
CPS program. 

* 


* 


Mrs. Eric G. Clarke, guest speaker at 
the January dinner meeting of OREGON 
TRAIL CHAPTER (Portland, Ore.) kept 
members enthralled with the story of her 
life in China. Born in China of mission- 
ary parents, herself a teacher and found- 
er of the American school in Peking, 
she told a graphic story of life in China 


The Secretary 


before World War II and during three 
years in a Communist prison camp, 
where she and her husband were intern- 
ed throughout the war. The Clarkes are 
now living in Portland and are the au- 
thors of the new game, “Dictionary 


Please.” 
+. 2 * 


Ancient and unusual Christmas music 
made by the Morningside College Mad- 
rigal Singers and an amusing skit by 
chapter members were the featured en- 
tertainment for the December dinner 
meeting of SIOUX CHAPTER (Sioux 
City, Ia.), preceded by a “Tom and 


Jerry” party. 
* 

Gifts were presented to Dorothy 
Barker who, though handicapped by 
polio, is attending Edwards Business In- 
stitute under a chapter scholarship. 
Esther Klingebiel, Extension Home Econ. 
omist for Woodbury County, presented 
a program on “New Fabrics and Fin- 
ishes” at the January meeting. Members 
have contributed many hours of service 
to the Red Cross Blood Mobile project 
and the Polio Foundation in Sioux City 
and are assisting in theatre collections 
for the Polio fund. 


* * * 


Mrs. Lacy Wilkinson presented the 
educational program at the January 
meeting of GREELEY CHAPTER (Greeley, 
Colo.) held at the CSCE Faculty Club. 
In her topic, “The United Nations,” she 
pointed out that if we are to survive, it 
will be through a strengthened UN. To 
further the self-improvement program 
of the chapter, the membership has been 
divided into two groups, half of which 
will present three-minute talks at the 
February meeting and the remaining 
members will present similar talks at 


~ * * 





Pictured are the new installees of GOPHER CHAPTER (Minneapolis, Minnesota). Front 


the March meeting on topics assigned 
by the program committee. Each pres- 
entation will be criticized and evaluated. 
Past president, Mrs. Mary Alyse Schmidt, 
passed the CPS examination on her first 


attempt. 
* * * 


The Ways and Means Committee of 
CASCADE CHAPTER (Salem, Ore.) are 
busy planning a spring rummage sale 
for April 3. With such advanced plan- 
ning there is no doubt it will be a huge 


success. 
* * * 


Martin Gundlack, Omaha, Field Rep- 
resentative for the Social Security Ad- 
ministration, addressed members of the 
PIONEER CHAPTER (Fremont, Neb.) at 
their January dinner meeting held at the 
Fremont Golf Club. Proposed Social 
Security amendments, rules and opera- 
tion of the present law were presented, 
followed by a roundtable discussion. 


* * * 


At their January meeting TALL CORN 
CHAPTER (Council Bluffs, Ia.) heard 
Mrs. Nora Watts of the Iowa Light and 
Power Company give a very enlighten- 
ing talk on “Women—In Their Role 
As Homemakers.” Mr. Bobbitt, a mem- 
ber of the local Toastmasters Club, talk- 
ed on behalf of the March of Dimes 
Campaign. 


* * 


Twenty-six members of MINN-ARROW 
CHAPTER (Duluth, Minn.) met at the 
Covenant Club for their January dinner 
meeting. The Treasurer reported a nice 
profit had been made from the sale of 
Christmas cards. It was agreed that the 
proceeds from the birthday bank will 
be donated to the Secretaries Home 
Fund. The selling of jewelry made by 
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row: Lois Mattson, president; Loda Mae Davies, charter member and first president; 
Marvel Mahan, 100th member; Ceil Rouillard; Marie Lampe, Delores Schultz, vice presi- 
dent. Back row: Leone Wittee, Elizabeth Harris, Clara Christenson, Dorothy Stewart, 
Audrey Runnels. Absent from picture: Virginia Shepard. 
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NORTHWESTERN DISTRICT 


handicapped persons from the TB Sani- 
tarium in Indiana is a new money- 
making project for this chapter. At 
present, MINN-ARROW members are 
centering their attention on secretaries 
at Hibbing, Minnesota, with the hope 
of forming a new chapter there. 

* * * 


The members of SACAJAWEA CHAP- 
TER (Seattle, Wash.) have been busy 
since the National Convention. In No- 
vember, the Ways and Means Commit- 
tee sponsored a Harvest Festival that 
netted the treasury $340. Education is 
being stressed. Members are taking 
courses at Seattle University. At the 
November meeting, the Educational and 
Program Committees jointly presented 
a CPS Symposium. Members were a CPS 
certificate holder, two who had passed 
several sections, one who took it “cold” 
in October, and another who will take 
it in 1954. This group generated a lot 
of enthusiasm and gave helpful infor- 
mation from their various experiences. 
During October and November the 
members addressed 5,000 envelopes for 
the TB seal drive, 10,000 envelopes for 
the Easter seal drive, and wrote 50 two- 
page letters for the children’s Orthopedic 
Hospital, and are doing typing for the 
hospital when help is needed. 


* * * 


Panel members of GOPHER CHAPTER 
(Minneapolis, Minn.) appeared before 
the Junto Club, a businessmen’s club, 
at a noon luncheon on January 18, 
explaining NSA and CPS. 


Members of SACAJAWEA CHAPTER (Seat- 
tle, Washington) typing envelopes for 
the Easter Seal drive. 


Thirty 
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Mrs. GENEVIEVE LENZ 
224 Fourth Street 
Niagara Falls, New York 





BRISTOL CHAPTER (Bristol, Conn.) 
celebrated its first anniversary on Janu- 
ary 26. President Joanne Dreyer gave a 
resume of the chapter's activities. Mrs. 
Helen Ayton, Connecticut State Presi- 
dent, was guest speaker. 

* * * 


Mrs. Maybelle Shepard, president of 
HARTFORD CHAPTER (Hartford, Conn. ) 
spoke to the students of the Berlin High 
School on the occasion of their first 
Career Day. Honorary chapter member, 
Mrs. Alice Leopold, has been appointed 
by President Eisenhower to serve as 
head of the Women’s Bureau of the 
United States Department of Labor. 

* * * 


A sound film entitled “The Telephone 
Hour” was the highlight of the January 
meeting of the WATERBURY CHAPTER 
(Waterbury, Conn.). 


* * * 


LAKE SHORE CHAPTER (Chicago, 
Ill., boasts five new CPS certificate hold- 
ers. Chapter members participated ac- 
tively in the March of Dimes drive, 
taking up stations in various Chicago 
theatres where contributions were col- 
lected. Cassandra Waterman, NEVP, 
was a guest at the seventh annual Boss 
Night dinner on February 1. 


* * * 


The January meeting of the DUNE- 
LAND CHAPTER (Gary, Ind.) was de- 
voted to education, with Dorothy Nicol- 
off conducting a discussion on proper 
letter composition. The table was cen- 
tered with a grouping of school books, 
rules, pencils, and the proverbial dunce 
cap. 

* * * 

Our congratulations to WORCESTER 
CHAPTER (Worcester, Mass.) on its 
first CPS, Jackie Hayden! 


* * * 


That all important subject—“Income 
Tax”—was the theme of an address 
given by Stanley A. Naste, Supervisor 
of the Flint Office of the U. S. Depart- 
ment of Internal Revenue, at the Janu- 





SPP 
Ww ¥ a alles 
Officers of the new STROUDSBURG CHAP- 
TER (Stroudsburg, Pa.), installed in No- 
vember are, standing: Ardeth Groner, 
corresponding secretary, and Lois Bron- 
ner, recording secretary. Seated: Forrest 
Mae Skinner, treasurer; Mrs. Gladys Ser- 
fass, president; and Caroline Lapinsky, 
vice president. 





ary meeting of the MOTOR CITY CHAP- 
TER (Flint, Mich.). 


* * * 


The last two months have brought 
important events to the KALAMAZOO 
CHAPTER (Kalamazoo, Mich.). First, 
chapter member, Mrs. Frieda Hodge, 
successfully passed the Michigan Bar 
examination, bringing laurels to herself 
and the Kalamazoo Chapter. Secondly, 
the chapter's first Scholarship Award 
was presented to Nola Smith, a student 
at Western Michigan College. 


* * * 


FRUITLAND CHAPTER (St. Joseph- 
Benton Harbor, Mich.) reports their 
Scholarship Bake Sale a huge success, 
making it possible to offer a full scholar- 
ship to a student at Benton Harbor 
Junior College. 

* * * 


The Education Committee of the 
CAMDEN CHAPTER (Camden, N. J.) 
sponsored a Secretarial Workshop and 
luncheon on Saturday, February 27, at 
the Hotel Walt Whitman. The program 
included lectures, discussions, and a busi- 
ness show featuring new office machines 
and equipment. 

* * * 


A discussion and demonstration of the 
IBM electric typewriter was held by 
the manager of the IBM Corporation at 
the January meeting of the GLIDER 
CHAPTER (Elmira, N. Y.). Arrange- 
ments were also made for the awarding 
of three U. S. Government Bonds to the 
outstanding student in Secretarial Sci- 
ence in each of the city’s three high 


schools. 
* * * 


The LOCKPORT CHAPTER (Lockport, 
N. Y.) again this year, assisted members 
of the Hickory Club, an organization of 
the Police Department, in the mailing 


The Secretary 

















of renewal membership cards to citizens 
who have been selected for honorary 
membership in the organization. 

* * * 


A panel discussion on “NSA-National, 
State, and Local,” was led by the officers 
of the FLOWER CITY CHAPTER 
(Rochester, N. Y.) at the January meet- 
ing. Mary Ward, past chapter president, 
has been named chairman of the New 
York State Nominating Committee. 


* * * 


Under the direction of the Education 
Committee of the SCHENECTADY CHAP- 
TER (Schenectady, N. Y.), the second 
phase of CPS study course began in 
January, the first having been completed 
before Christmas. 


* * * 


The STATEN ISLAND CHAPTER 
(Staten Island, N. Y.), having partici- 
pated in the 17-hour Telethon for the 
Cerebral Palsy Association, has adopted 
that project for the year. More than 100 
hours have been contributed thus far 
by way of secretarial services. In Decem- 
ber, the chapter entertained the children 
from the Cerebral Palsy Treatment Cen- 
ter on Staten Island with gifts from 
Santa and refreshments. 


* * * 


An informal] tea was held in Cortland, 
New York, on November 28, by the 
SYRACUSE CHAPTER (Syracuse, N. Y.), 
for the purpose of interesting Cortland 
secretaries in NSA. Chapter members 
were delightfully entertained at the an- 
nual Christmas Party by the chapter's 
famed NSA CHORUS under the direc- 
tion of Anita Unbehend. 


* * * 


The WHITE PLAINS CHAPTER ( White 
Plains, N. Y.), during the months of 
January and February added seven mem- 
bers to the roster. 

* * * 


January 6 marked the beginning of 
the first group of classes in the Educa- 
tion Program Course of the CINCINNATI 
CHAPTER (Cincinnati, Ohio). The first 
of these was “Secretarial Accounting,” 
and was followed by two courses on 
accounting, office procedures, economics, 
and business law. 

* * * 

MOUNDBUILDERS CHAPTER ( Newark, 
Ohio), initiated three new members in 


January. The chapter also spread Christ- 
mas Cheer in the presentation of a bas- 
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ket of groceries, clothing, and toys to 
a needy family. 
* * * 


The first Christmas Party of TAPPAN- 
TREE CHAPTER (Ravenna-Kent, Ohio) 
was held on December 15. Each member 
invited a prospective member as a guest. 


* * * 


YO-MAH-O CHAPTER (Youngstown, 
Ohio), is continuing its various study 
programs, of which the Insurance Study 
Group is the most popular. A course in 
Public Speaking was completed in Janu- 


ary. 
* * * 


The annual membership meeting of 
FORT VENANGO CHAPTER (Franklin, 
Pa.), welcomed six new members into 
the fold. 


* * * 


The Membership Committee of the 
HARRISBURG CHAPTER (Harrisburg, 
Pa.), is carrying on an intensified drive 
for new members, contacting private 
industry executives requesting lists of 
nominees for membership. Ways & 
Means Committee also reports a profit- 


able year. 
* * * 


Members of the CONESTOGA CHAP- 
TER (Lancaster, Pa.), typed 900 index 
cards for the Community Shade Tree 
Memorial, which is a record of all de- 
ceased war veterans of World War II. 
Their names will be included on mark- 
ers in the community tree planting pro- 


ject. 
* * * 


Elizabeth B. Feairheller has been add- 
ed to the CPS ranks of the PHILADEL- 
PHIA CHAPTER (Philadelphia, Pa.) 


* * * 


A trip for two via plane to Miami 
Beach is the PITTSBURGH CHAPTER'S 
(Pittsburgh, Pa.) reward for the lucky 
winner of a raffle being sponsored by 
the chapter's Ways and Means Commit- 
tee for the benefit of the Scholarship 
Fund. 


* * * 


Through the efforts of Florence Lit- 
zenburger, Pennsylvania State Vice Pres- 
ident, the WILKES-BARRE CHAPTER 
(Wilkes-Barre, Pa.) was reactivated and 
installation of officers held at the Hotel 
Sterling, Wilkes-Barre, Pa. on January 
19. 

? * * * 

A joint SCRANTON-WILKES-BARRE- 

STROUDSBURG, (Pa.) meeting with 





NOMA was held at the Hotel Sterling, 
Wilkes-Barre, Pennsylvania, on January 
25. Marion Elmore, president of the 
SCRANTON CHAPTER, and Elizabeth 
Bray, vice president of the WILKEs- 
BARRE CHAPTER, participated in a panel 
discussion on “How Much Office Super- 
vision.” 
* * * 

President Barbara Johnson and Pro- 
gram Chairman Mrs. Louise Seymour of 
the PROVIDENCE CHAPTER (Providence, 
R. I.), represented the chapter on two 
local WJAR television programs in 
connection with the National Safety 
Council’s projects. Congratulations are 
in order to Abbie Sullivan and Lois 
Wartman, chapter members, who will be 
awarded the CPS. 





MOUNDBUILDERS CHAPTER (Newark, 
Ohio) presents Boss award. Left to right: 
Mrs. Elizabeth Melick, president, looking 
on while Mrs. Kathleen Brown, presents 
the “Trophy” to her boss, John D. Spen- 
cer. 





Mr. E. G. Unrath, Works Manager of the 
Spang-Chalfant Division of the National 
Supply Company, Ambridge, Pa., is shown 
receiving the 1953 “Boss of the Year” 
Award from the ALIQUIPPA-AMBRIDGE 
CHAPTER (Aliquippa-Ambridge, Pa.), at 
the chapter’s Boss Night Dinner. With 
Mr. Unrath are Joseph Becek, toastmaster; 
Lenora Calabria, president; and Florence 
Smith, secretary to Mr. Unrath. 
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Who Said We're Bad Drivers 


(continued from page 19) 


amount of chrome often throws back the 
glare into the driver's eyes. 

The girls’ conclusion is that if drivers’ 
social manners resembled their car man- 
ners, they would never be invited any 
place. 

And speaking of roadway hazards, if 
you're driving through livestock areas 
watch out, particularly at night; animals 
often pick the middle of the road as the 
most comfortable place to bed down. 
Most states place the responsibility for 
safety of domestic animals entirely on 
the shoulders of the driver. 

Speaking of animals—you can go wild 
animal hunting in a car if you care suf- 
ficiently for that activity. On their trip 
the girls saw coyotes, antelope, deer, wild 
dogs, prairie dogs, rabbits and even bear 
—not to mention numerous smaller ani- 
mals and reptiles. 

It was an eventful trip in more ways 
than one. Wherever the girls stopped for 
gas, motorists gathered around to ply 
them with questions—about the per- 
formance of the car, the purpose of their 
trip, the roads, and dozens of other ques- 
tions, both practical and otherwise.,.May- 
ors, city councilmen, heads of chambers 
of commerce and safety councils*were 
all interested in their findings, revealing 
the seriousness with which highway safe- 
ty is regarded in the country at the 
present time. 

The girls concluded that the fine 
straight highways in the United States 
often tend to make the driver become 
drowsy. Some road builders have in- 
stalled narrow. concrete strips at intervals 
along the highway that jolt the driver 
every few seconds and keep him from 
drowsing off or becoming too careless 
and inured to this even pace. 

The girls believe that the tendency in 
the automotive industry to lower the 
center of gravity in cars contributes to 
safety. The car tends to hold the road 
better, the driver gets a better view and 
car-sway is reduced at high speeds. 

On a long trip, frequent washing of 
the windshield is helpful to safety. In- 
sects, fog, dew, dust and spattered mud 
from other cars tend to cut down vision. 

The girls have collected a whole har- 
vest of honorary driving licenses and 
keys to various cities and won wide rec- 
ognition for their research in the interest 
of safety. They received abundant news- 
paper coverage and were frequently in- 
vited to appear on television shows 
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where they gave every kind of perform- 
ance from a one-minute safety talk to a 
complete 45-minute story of their trip. 

But the trip wasn’t all serious. For one 
thing, there are humorous touches in 
road signs. In Utah they found a sign 
reading “Take off your clothes. This is 
a nudist colony.” Another in California 
— "Drive slow and see our town. Drive 
fast and see our jail.” 

Talking with experts about high- 
way safety, the girls learned some 
excellent “Don’ts for the Highway;” 
don’t drive if you’re really mad about 
something and can’t keep your mind 
on the driving. Don’t drive if you are 
extremely unhappy—the effect on 
your nerves and your emotions may 
cause you to overlook some of the 
rules of good driving. (Don’t travel 
in a hurry if you care about your 
looks and you want clean laundry— 
that’s their own tip to other women). 

Speaking of safety, in many rural 
areas forest fires have repeatedly been 
caused by people who throw lighted 
cigarettes out of the window. This is a 
safety measure frequently overlooked by 
drivers. Much of the country is dry dur- 
ing the driving season and forest and 
grass fires are costly and dangerous. 

The modern driver, according to the 
girls, can live a complete and full life 
without getting out of his car. You can 
sleep in it, and many people do. You can 
eat in it, attend to your finances at high- 
way banks, get your entertainment at 
drive-in movies, buy your clothes at 
highway shopping centers. Medical and 
dental facilities are available along the 
road and in Nebraska they found the 
long awaited and final missing link—a 
drive-in church where you can say your 
prayers, have your child confirmed or be 
married. Perhaps ¢hat’s the final answer 
to the housing problem. 


Dates to Remember 


NORTHWESTERN DISTRICT 
Washington 

Time: April 3 

Place Hotel Ridpath, Spokane 


SOUTHEASTERN DISTRICT 
STATE MEETINGS 
TENNESSEE STATE DIVISION 
ANNUAL MEETING 

Tennessee 
Time: April 2-3-4 
Place: Andrew Jackson Hotel, 
Nashville, Tennessee 


Florida 
Time: May 1 and 2 
Place: St. Petersburg 


North Carolina 
Time: May 14-16 
Place: Robert E. Lee Hotel, 
Winston-Salem 


NATIONAL CONVENTION 
NATIONAL SECRETARIES WEEK 
NORTHEAST DISTRICT 
STATE MEETING 
Connecticut —Massachusetts— Rhode 

Island 
Time: May 7-9 
Place: Elton Hotel, 
Waterbury, Conn. 


Pennsylvania 
Time: April 2-4 
Place: Yorktowne Hotel, York 





“WHAT ARE THE 3 Bs?” 





Home for Retired 


to be Established for Secretaries 


The National Secretaries Association, 
world’s largest association for women 
in one profession, is planning a home 
for retired secretaries, which also will 
serve as a vacation resort for secretaries 
who are still active in business, accord- 
ing to Mrs. Lilyan Miller, president. 

A board of directors for the resort- 
home is currently working on specific 


assignments, including drawing up a 
blueprint for the project and checking 
localities in the United States for a 
favorable site. 

Funds for the resort-home have been 
raised and will continue to be raised 
through national and local projects spon- 
sored by 300 chapters of the national 
association. 
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Announcement! 


For 21 years, IBM has been making the finest 
typewriters in the world! 
And now two new model IBM Electrics are ready for 
you—the new Standard and the new Executive *! 
These new IBM’s have exciting new features 

never before available on any typewriter! 

And the work anyone can turn out is so fine 

that every letter is a masterpiece of typing! 

You can get all the facts about these beautifully- 
designed IBM’s by writing to: 


A IBM INTERNATIONAL BUSINESS MACHINES, DEPT. G 
eC V V 590 Madison Ave., New York 22, N. Y. 


Electric Typewriter 
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especially for correspopdence... eee 
a a 

HARMONIZING the color of inked ribbons with the = = 

colors printed on letterheads and other correspond- F 

ence is FRESH, NEW and EXCITING! The reasons why rget sai 

so many firms are changing to color ribbons are end-~ _~ 4 

less—easier to read, attractive, modern, streamlined, 

better company name identification. All this is made 

possible ONLY because Panama-Beaver has devel- 

oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 

bons that will give your correspondence a distinctive 

dressed-up appearance you never imagined could be 

possible. There is no reason for waiting to change to 

COLOR; the LUSTRA inked ribbons are PERFECTED, 

sharp, clear, clean, long-wearing...LUSTRA is the 

FASTEST SELLING inked ribbon in the world today! 


a RRESPONDENCE OF TOMORROW, CHANGE 


TO COLOR INKED RIBBONS TODAY! 


i { 

\S \ another Panama-Beaver first 
U 

no guessing game either... 

In a matter of seconds your Panama-Beaver Man can 

demonstrate exactly how to COLOR HARMONIZE 

your correspondence with LUSTRA color inked rib- 

bons. Our demonstration gives everyone in your firm 

the full impact of LUSTRA color-harmony without 

wasted time or trouble. Ask for a demonstration from 

your Panama-Beaver Man today! This deserves your 

immediate attention! 


Since 1896 the line that roe be matched _. 
INKED RIBBONS 
CARBON PAPERS - UNIMASTERS * DUPLICATING SUPPLIES 


<A gar ae 
PANAMA-BEAVER MAN... 2lvays_2 lie wite lS 
? ; 








